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SECTION C — DESCRIPTI0N«PEaFICA7K)NSW0RK STATEMENT 
SECTION C - DESCRIPTfON/SPECIFICATIONS/STATEMENT OF WORK 

C.1 BACKGROUND 

C.1.1 U.S. Department of State and Its Mission 
C.1.2 Mission 

Djptomacy Is an Instrument of power, essential for maintaining effective International 
relationships, tt is a principal means through which the United States defends Its interests 
responds to crises, and achieves Its International goats. The Department of State Is the lead 
mstrtuoon for the conduct of American diplomacy, a mission based on the role of (he Secretary 
of State as the President's principal foreign policy advisor. 

To carry out U.S. foreign policy at home and abroad, the Department of State: 

Exercises poBcy leadership, broad Interaoency coordination, and management 
of resource allocation for the conduct of foreign relations. 

Leads representation of the United States overseas and advocates U.S. policies 
to foreign Governments and international organizations. 

Coordinates, and provides support for, the international activities of U.S. 
agencies, official visits, and other diplomatic missions. 

Conducts negotiations, concludes agreements, and supports U.S. participation In 
International negotiations of all types. 

Cooidlnates and manages the U.S. Government response to International crises 
of an types. 

Carries out public affairs and public diplomacy. 
Reports on and analyzes international Issues of importance to the U.S. 
Government. 

Assists US. business. 

Protects and assists American citizens living or traveling abroad. 
Adjudicates Immigrant and nonimmigrant visas to enhance U.S. border security. 
Manages those international affairs programs and operations for which the 
Department has statutory responsibility. 

Guarantees the Diplomatic Readiness of the U.S. Government. 

The above mission statement guides Department employees in conducting foreign affairs 
programs and activities. Department employees are also guided by a set of values, as 
individuals and as an Institution. The work of these individuals has an Impact on U.S. citizens, 
both domestic and abroad. Expertise in languages, wrierstanrJng-of foreign cultures, and 
management of complex issues and programs gained through International experience are 
essential elements of this work. The Department exercises discipline in implementing poBcy, 
regardless of personal preferences, and Its personnel are willing and able to serve worldwide ■/ 
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as needed Divergent views are expressed when necessary to strengthen the formulation and 
execution of foreign policy. 

The conduct of foreign relations is viewed as a long-temi career commitment, rather than Just a 
Job. The Department workforce, a blend of Civil and Foreign Service employees and Foreign 
Service Nationals overseas, reflects (he diversity of the United States. The foreign policy 
mission is conducted by approximately 22.000 employees in both the CM Service and the 
Foreign Service, including Foreign Service Nationals, in the 162 countries where the United 
States Is represented by Embassies and Consulates, in addition, the Department operates a 
national passport and visa center located in New Hampshire, 13 passport agencies, 5 
agencies that provide logistics support for overseas operations, 22 security offices, and 3 
financial service centers located in Paris, France; Bangkok, ThaOand; and, Charleston, South 
Carolina. Within the Department's Washington, D.C. headquarters, the mission is coordinated 
and managed through six regional bureaus, each with responsibility for a specific geographical 
area of the world Regional bureaus and overseas posts are supported by domestic offices 
that provide program management and administrative expertise in economics, refugee affairs, 
Internationa/ law enforcement poCticaJ-mintary affairs, international science issues. 
Intelligence, and human rights, as well as finance, administration, personnel, framing, legal, 
medical , and security programs. 
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C.2 TECHNICAL REQUIREMENTS 

The computer equipment, which must be resident within ihe State Department, will be provided 
by the Department as furnished equipment and ownership will remain with the State 
Department AH hardware and software win conform to current and emerging guidelines for 
data protection and secure operations of automated Information systems within an overall 
open-system, standard-based architecture. 

C.2.1 Database 

Hi© 

Database refers to a relational database of individuals available through the 
contracted firm. The database wffl be integrated into existing U.S. Department of 
State stand-atone computer systems. Functionality vdl-jequire. taternai 
technology solutions as determined by the contractor and the Client The 
Database consists of four major support areas: 1) Security Architecture and 
Database Design; 2) Procurement and Installation of the necessary hardware 
and software 3) Provision of a Populated Database; and, 4) Provision of System 
Administration and User Training. 

C-2.2 Security Architecture and Database Design 

The contractor will be required to Incorporate security measures into the architecture 
engineering and database design to include requirement analyses, certification and integration 
of selected office automation commercial off-the-shelf COOTS') hardware and software for the 
Department's stand-alone computers. The architecture vVIP address firewalls, modem banks, 
FAX banks and type one encryption" between agency and contractor sites. In addition, the 
contractor wiO conduct an analysis to evaluate the suitability of specific and selected 
information security related COTS hardware and software products, and systems compatible 
with the U.S. Department of State's systems. The systems will also comply with Department of 
State's security requirements. 

CX2.3 Procurement and Installation of Hardware and Software 

The contractor wfll procure and install the required and selected information security related 
commercial off-the-shelf hardware and software components, and systems to Implement the 
approved stand-alone computers as directed by Individual delivery order. 

CJL4 Provision of a Populated Database 

The contractor win provide a database of available Individuals, which will meet the 
Department's needs as described in the labor categories and skill sets. This database win 
cover all identified skffl, experience and knowledge requirements of the Department in its 
review and support activities. This database wW Include access to all relevant Information 
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about the Individuals, Including full experience, background, security rating, medical clearance 
previous assignments for the past ten (10) years, and dates of availability. 

C.2.5 Provision of System Administration and User Training 

The contractor will provide day to day program management and system administration to 
support its connection to the State computer to ensure modification and accuracy of personnel 
data, coordination with staff, assignment of access rights and training for system users. The 
contractor win provide the necessary database design, user's guide, and the standard 
operating procedures ("SOPs"), and user training to each site at a level of detail that will allow 
those sites to maintain a high standard of operation acceptable to the Department This data 
base must be available for testing within 60 days of contract initiation, and must be fully 
effective within 90 days of contract initiation. 



C.3 DESCRIPTION OF SERVICES TO 6E PROVIDED 

The contractor will provide qualified candidates available for assignment accessible through 
the populated database, which does the following: 

C.3.1 Database Functional Requirements 

A. Provides an Icon on the screen In Windows NT 3.51 or higher, which, when double 
clicked, asks tor a verifying password, then Initiates a connection to the contractor's 
computer or secure web site. 

B. Brings forth a screen addressing the appropriate bureau and providing a menu of Items, 
including selection of any of the labor categories defined by the bureau. 

C. When the labor category Is selected, the screen will provide a foltow-up menu that 
delineates and allows the bureau COR to select the various skill categories needed. 

D. Once the skill categories are sele<^, the program win automatically begin a search of 
the contractor's database, providing those individuals who best meet the skill and labor 
category criteria. 

E. For each candidate, additional Information can be accessed from the screen Including 
their medical clearance, availably, resume, and. for conflict of Interest purposes, their 
last ten (10) years of activity. 

C3.2 Management Function 
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A. If desired. Uw candidate caa be seleded from the screen by the COR. If the COR 
selects a candidate from the screen, an e-mail win be automatically sent to the 
cwa^oriwafyingtte _ 

^^rS* **? c %? *J£^ on ^ er ' f* t9n contractor wW contact the prefeffledtrtf^toal 
or Individuals. The COR may request to Interview the preferred individual prloftothV 
start of work under the task order. If two or more lodMduatsareslmilanyquaHfiedfof an 
opening, the COR may request interviews wfth a panel of up to five ft) individuals one/ 
jojnaHng a selects 

B. Once one or more candidates have been selected, the contractor wQt contact the 
selected individual or individuals, confirm availability, and accept the task order 
assignment offer. The contractor wffl make an necessary preparations for the Individual 
©Nndjvktuais to report where and when requested Departn^setectimofnclabwai 
describe In written form delivered by fax. man or e^mril to tfie contractor 

0 TheWteGftheJobtobeperfoit^ 

performed up and above that specified in tne labor category; 

fl) ^ The deliverables required Of any ki additfcm to those sped^ in the 
labor cateoory); 

CO The location or locations where the wort; Is to be performed; 

fv) Any supporting services needed (e^.. visas or travel arrangements); 

and, 

V * ~* .1. *?* est f aat;ed * fcBrt a***, total hours, and duration 
of the assignment. 

C.4 MODIFICATIONS TO SCOPE OF WORK 

The services the contractor is required to provide may be changed by means of a notification 
agreement that is accepted by the contractor and the Client In accordance with FAR, for 
example: 

1J ™ _ ,.'^ b0f . ca !f? ories * added and ^"Jrements modified If, In doing so, the 
Ciient is benefited by havtnfl greater access to sfcfii sets, experience or knowledge 
needed to fulfill ks mandated requirements; 

Information technology not originally anticipated In order thafthe personnel placed under 
thb contract mkjW t>e abfe to projier^ 
obligations; and, 

S> The U.S. Department of Stale may request that the contractor expand ks 
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ADMINISTRATIVE SPECIALIST 2 
EXPERIENCE 



J^SS^S^T^ Si 1 ™ * tf* do*/*** of «** *«* «*P«n<^andeftnerbeaformer 
admlrUstrative officer «t an overseas embassy or domestic bureau, or an administrative specialist in one 

ZTI^ 0 ^^ ta *»UJB. Oepaitment of State. If a former FedeSeinX^I^^, oSde 
level of FOC2, GS-14, or ixjurvalent, or comparable or higher level In the priv^oTac^dimSSr 

DELIVERABLE 

Responsible for provkfing, within the time frames specified by the Contracting Officer's Representative 
CCOR"), admlnterafive services requiring analyses, findings, and racomme^onson 
mattereand performance of administrative duties. Actions and findings will Include, at a mWmum. 
Iwwtedge ef and adherens ^ 

be performed are determined by the COR, and reports must be. in the femur specftledTIbTc^Xl 
plarearrf reports (Interim and final) must be acceptable to the COR. Actions and reports wffl not be 
consWered complete until ail verifying documentation has been attached. The contractor's employee will 

SSS&S^^ find ^ and recomn^xlat^tne 

bu^Executlve Director, other officials, and other individuals as directed by the Deputy Executive 

DUTIES 

Performs as a management analyst and administrative officer in (he performance of one or more major 
functional areas of the U.S. Department of State. As part of this review, the contractor's employee will be 
given areas of significant analysts and duties, for which she or he will provide expert review and advice 
and wiu perform necessary edrM 

1) Develops a pian of action for addressing the review of aB assigned areas and 
resolution of problem < 



p^OT^JJJSJSS^" 0aUwre hfomw0on 85 necessary to discover and Identify 

5 P^ 8 ^ ■« analysis as directed, to lm^ corvditions. criteria, causes and effects. 

*) Presents the report and findings to officials as directed by the COR or bureau 

executive director. 

5) Takes corrective actions as directed by the COR or bureau exeaiUve director. 

6) Arranges for the provision, securing, maintaining and negotiating of vita! services 
and resources needed for the management and support of bureau, mission, or office 
International operations. 

7) Plans, organizes end conducts, under the overat/ guidance of the COR or bureau 
executive director, one or more technical funotions (Le., property management, space 
mMa^v^pmcunmetA, travel, printing, transport, document management, expenditure 
control, budget execution, personnel recruitment, position classification) critical to the overall 
management support of the U.S. Department of State. 

8) Reviews aBielevartd<X)u^ 
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the activity being conducted. 
8) Negotiates with the U.S. Department of State authorizing offices as the 

representative of the COR. bringing to resolution ait outstanding Issues. 
10) Enters data into appropriate management tracking systems. 
K ^_ j[ Ana, p s evaluates specific functions or a group of functions (e.g., ali position 

descriptions for proper grade and contextual analysis) within the bureau or mission 

12) ■ Gathers data and conducts interviows with U.S. Department of State officiate In 
conduct StKctt^ hyPOtheSeS *** « Mmmend bsws to be examined during the 

13) ^ Examines effectiveness of current poKcy and procedures, utilization of resources 
internal control systems, and other major concerns during conduct of the assigned acuvftv 

U > ' Evaluates functional and individual perfonnarvce in activities undeTreview, induing 
W^e^iech^et l " flenC ' 6S * "** petS0Ml obsefva0on - *cument review and 

15) Provides individual counseling to senior managers and other personnel reoaitfina 
^ Improvement in the manaoement of evaluated units and programs. 

16) Provides top managers of the US. Department of State with objective independent 
assessments of policy processes, resource needs and uses, the presence and effectiveness 
eternal controls, and whether Interests of the United Stales and the U.S. Department of 
State are being accurately and effectively represented. 

17) Produces dear and succinct written findings (describing conditions, criteria, causes 
and effects) and recommendations upon completion of reviews. 

18) Ensures that allegations of waste, fraud, or abuse are promptly reviewed and 
reported through channels for proper adjudication. 
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ADMINISTRATIVE SPECIALIST 3 

EXPERIENCE 



f^SSm^^ of low generaf work experience and either be a 

h i?2^^ fl i2 nane to *• US - Department of State. If a f«inerFeaeS3w 

level of FOOT, GS-13, or equ^lent. or compare or hlQher level to^vX^T^ 

DELIVERABLE 

^^JZ^^^^P 0 ftm ^ fi P? fied * Contracting Officers Representative 

^^3^^^^* SS * n6dareas - AcUons «« AodingsivW Include, at a minlmuXkncXfce 
^^Z^folSt^^^^ ind ^ ^Manual. A^TbT^ 
SS^TS^ ^JS reports must be m the format apedfled by the COR. Afl 

P^«Kliepoits<Weilm 

eoosWered oo^ until all. 

also berespa^^orprovkflno oral briefings on the analyses, Ondi^s ^^eco^So^K 
bureau Executive Director, other officials, and other individuals as directed by^D^B^S vV 



Director. 
DUTIES 



^^i!^-!^ 6 ^^? ^ a J 1 fI} !nlstra ^ e officer In the performance of one or more major 
U £ ^P** 1 ! 6 ? of ** e - As part of this review, the contractor's employee wWbe 
tZ^SSSSSL'!^ "^fS^ wlflprovide expert review and advice and 

perform administrative duties to resolution. Specific duties include: . 

1} Develops a plan of action for addressing the review of aii assigned areas and 

resolution of problem areas. 

?) Conducts interviews and gathers information as necessary to discover and Identify 

problems and solutions. 

2 Pre^res an analysis as directed, to include corrtfUons, criteria, causes and effects. 

Presents the report and findings to officiais as directed by the COR or bureau 
executive director. - 

g Takescwrec^actlwtsasda^ 

' -~. — ^0??* ^7? pn>vislon, secunVKj^malntain^ andfleootiating of vital services 

SS^^H^S 1 f0fih9 mana 0° ment ««PP«« of bureau, mission, or office 
International operations. 

71 Pians, onjanlzes and conducts, under the overall guidance of the COR or bureau 

executive director, one or more technical functions (i.e, property management, space 
inaj^ementjwocu^ 

control . budget execution, persormei recrultmem, posttlw 
management support of the U.S. Department of State. 
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8) ^^vS^SS^ 0 ^ 0 "' ^^^^«^^ncc Elated to 

9) Negotiates with the U.S. Department of Slate authorizing offices as the 
_ representative of the COR, bringing to resolution all outstanding Issues 

10) Enteiso^ Wo appropriate management tracking systems. 

' a*^!™^** *** waIuates SP 6 ^ functions or a group of functions (e.g.. all position 
^ descriptions for proper grade and contextual analysis) wftWri the bureau or nJsstan^^ 

12) Gathers data and conducts Interviews with U.S. Depanmert of Strte officials in 
order to develop working hypotheses and recommend issues* be examkied d^SSthe 
conduct of the activity. oun " B 

13) ) Examines effectiveness of cunent policy and procedures, utilization of resources 
internal control systems, and other major concerns during conduct of the assigned acUvtty 

1 ln^ v ^^^^ Mi , 9Ki k f M ^ P^ormanoe In activities under review, including 
involvement of other Federal agencies, using personal observation, document review and 
interview techniques. 

19 . Provides Individual counseOng to senior managers and other persormel regartfioa 
improvement m the management of evaluated units and programs. 

16) Provides top managers of the US. Department of Stale with objective Independent 
assessmerfcofpoBc^ 

of WemaJ controls, and whether interests of fie United States and the U.S. Department of 
State are being accurately and effectively represented. 

17) ^ Produces dear and succinct written findings (describing conditions, criteria, causes 
and effects) and recommendations upon completion of reviews/ 

16) * j ^ surc f 0121 allegations of waste, fraud, or abuse are promptly reviewed and 
reported through channels for proper adjudication. 
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ADMINISTRATIVE SPECIALIST 4 
EXPERIENCE 

The contractor* employee will have at least three years of work experience and be a former 
administrative specialist at an overseas embassy, domestic t>ureau.cr other cor^ 
expertise In one or more areas germane to the foreign affairs community. If a former Federal employee 
a personal grade level of FC-04, GS-12, or equivalent, or comparable or higher level in the private or ' 
academic sector. 

DELIVERABLE 

Responsible for providing, within the time frames specified by the Contracting Officer's Representative 
fCOR}. itf mlrOsb^ requiring analyses, findings, and ftn»mmcndatk)ns and performance of 

admWstra^serv^ 

ofand adherence to an relevant laws, restaatlons, and the Pore^ Affaire 
performed are determined by the COR. and reports must be in the format specified by the COFL AH 
plans ami reports (Interim and final) must be acceptable to the COR Actions and reports wO not be 
considered complete until all verifying oocumentatlon has boon attached. The contractor employee w«l 
«^ be responsible for providing o^ 

bureau Executive Director, other officials, and other individuals as directed by the Deputy Executive 
Director. 

DUTIES 

Perforrrw as a inanagemem analyst 

functional area of the U.S. Department of State. As part of the function, the contractor's employee will be 
given areas for which she or he will provide knowledgeable review and advice and perform 
administrative duties to resolution. Specific duties Include: 

1) Develops a plan of action for addressing the review of aB assigned areas and 
resolution of problem areas. 

2) Conducts Interviews and oathers Information as necessary to discover and Identify 
problems and solutions. 

3) Prepares an analysis as directed, to Include conditions, criteria, causes and effects. 

4) Presents the report and findings to officials. 

6) Talw corrective actions as directed by the COR or bureau executive 

6} Provides, secures, maintains and/or negotiates for vital services and resources 

noodod for the management and support of bureau, mission, or office WematioftaJ 
operations or events. 

7) Rafts. Omenta* and conducts, under Ih© overall guidance of the COR or bureau 
deputy executive director (or designee), one crmrxe technical function (Le., property 
mariageroent, space rnanagemer* procurement travel 

managemei^ expend^ 

classification) critical to the overall management support of the US. Department of State. 
9) Reviews all relevant documentation, regulations and prior cwTesporxfence related to - 
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the activity being conducted. 
9> 0UtstAn Jj^^^^ wiUt u * s - Apartment of State «utlK>riztno offices, bffnatng to fesotutton atf 

10) Enters data Into appropriate management, tracking systems. 

11) . Analyzes and evaluates spedfic functions or a group of functions (e.g., an position 
descriptions for proper grade and contextual analysis) within the bureau or mission 



12 > . . Gathers data and conducts interviews with U.S. Department of State officials In 

Jon^SS'a^^ 
13) Evaluates functional and Individual performance In activities under review. Incfudina 
involvement of other Federal agencies, using personal observation, document review and 
interview techniques. 

U) Provides guidance to managers and other personnel regarding improvement In the 

procedures and management of evaluated units and programs. 
15) Provides rnanagera of tr« bureau wtoo^w 

processes, resource needs and uses, the presence and effectiveness of internal controls. 

and whefner Interests of the Un«ed States 

accurately and effectively represented. 

** P™ 1 " 0 ? 5 dear «d succinct written findings (describing conditions, criteria, causes 

and effect^ and recommendations upon completion of reviews. 
17) Ensures that aBegations of waste, fraud, or abuse are promptly reviewed and 

reported through channels for proper adjudication. 
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ADMINISTRATIVE SPECIALIST 5 
EXPERIENCE 

The contractor's employee will have at least two years of work experience and be a former 
administrative specialist at an overseas embassy, domestic bureau, or other comparable area, with - 
expertise In one. or more areas germane to the foreign affairs community, if a former Federal employee, 
a personal grade level of FO-04, GS-11, or equivalent, or comparable or higher level In the private or 
academic sector. 

DELIVERABLE 

Responsible for providing, wBhln the time frames specified by the Contracting Officer's Representative 
fCOR"). administrative services requiring analyses, findings, and recommendations and performance of 
administrative services in the assigned area. knowledge 
of and adherence to aH relevant laws, regulations, and the Foreign Affairs Manual Actions to be 
perfotmed are determined by the COR. and reports must be In tfie format specified by the COR. All 
plans and reports (interim and fi^ 

considered compete only after all verifying documentation has been attached. 

Also responsible for providing oral briefings on the analyses, findings and recommendations to the 
bureau Executive Director, other officials, and other Individuals as directed by the Deputy Executive 
Director. 

DUTIES 

Performs as a program and administrative specialist in the performance of a major functional area of the 
U.S. Department of State. As part of the function, the contractor's employee wffl be given areas for which 
she or he wiU perform administrative duties to resolutioru Specific duu^ Inck^: ^ ^ 

Develops a plan of action for addressing the review of aJ assigned areas and 
resolution of problem areas. 

Conducts interviews and gainers Information as necessary to discover and identify 
problems and solutions. 

■ Prepares an analysis as directed, to Include conditions, criteria, causes and effects. 
Presents the report and findings to officii 
executive director. 

Takes corrective actions as directed by the COR or deputy executive director. 
Provides, secures, maintains ano^ negotiates for vital sendees and resourees 
needed forthe management and support of bureau, mission, or office international 
operations or events. 

Plans, organizes anil conducts, or assists In conducting, under the overall guidance 
of the COR or bureau deputy executive director (or designee), one or more technical 
functions (Le., event planning, inventories, voucher examination, travel Itineraries, 
procurement, printing, transport, document management, expenditure control budget 
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execution) critical to the overall management support of the U.S. Department of State. 
8) Reviews ail relevant documentation, regulations and prior correspondence related to 

the activity being conducted. 
0) Interfaces with U.S. Department of State authorizing offices, gathers ail information 

needed to bring to resolution any outstanding Issues. 
10} Enters data into appropriate management tracking systems. 

11) Analyzes and evaluates specific functions or a group of functions (e.g., logistical 
support for conferences or events) within the bureau or mission. 

12) - Gathers data and conducts interviews in order to develop working hypotheses and 
recommend issues to be examJned during the conduct of the activity. • 

13) Evaluates functional and individual performance in activities under review, Including 
involvement of other Federal agencies, using personal observation, document review and 
interview techniques. 

14) Provides suggestions ta managers awl other personnel regarding improvement In 
the procedures and management of evaluated units and programs. 

15) Produces clear and succinct written findings (describing conditions, criteria, causes 
and effects) and recommendations upon completion of reviews. 

16) Ensures ihat allegations of waste, fraud, or abuse are promptly reviewed and 
reported through channels for proper adjudication. 
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SYSTEMS ANALYST 1 
EXPERIENCE 

The contractors employee wilt nave at least ten years of total work experience including 6 to 8 years of 
Increasingly responsible working experience spedficaKy in ADP, as an analyst or programmer, or 
computer hardware or software specialist as relevant to the task or requirement. Experienced in all 
phases of the automated system Bfe cycle, bread knowledge of various hardware and software platforms, 
languages, data communications, networks, application development software, database and relational 
database management software, computer and network operating systems, CASE tools and processes, 
date modeling, data flow diagramming, and structured analysis methods and techniques relevant to the 
task or requirement If a former Federal employee, a personal grade level of FO-01, GS-15, or 
equivalent or comparable or higher level In the private or academic sector. 

DELIVERABLE 

Responsible for providing, within the time frames specified by the Contracting Officers Representative 
(COR), analytical services inducting analyses, findings, requirements, and recommendations on all 
assigned matters. Actions and findings wOt Include, at a minimum, knowledge of and adherence to all 
relevant regulations (including State Department security requirements), and established Departmental 
system standards and protocols. Actions to be performed are determined by the COR, and reports must 
be in the format specified by the COR. AH plans and reports (Interim and final) must be acceptable to the 
COR. Actions and reports will not be considered complete until all verifying documentation has been 
attached. The contractor* employee wot also be responsible for providing oral briefings on the analyses, 
findings and recommendations to the bureau Executive Director, other officials, and other individuals as 
directed by the COR. 

DUTIES 

Performs as a senior system analyst, designer, and work-reenglneering specialist in the administration 
and management of one or more systems or major databases of the U.S. Department of State. As part of 
this function, the contractor's employee wflt be given areas of significant analyses and duties, for which 
she or he will provide expert review and advice and wffi perform aA assigned actions to resolution. 
Specific duties include: 

1) Leads or supports various difficult ADP tasks including requirements analysis, 

project concept development, systems planning, design, development, testing. Installation, 
and operation. 

2J Works with users In formulating requirements. 

3) Reviews and analyzes data processing and communication requirements to 
determine data processing system or netvrark capabilities required to meet task 
requirements. 

4) . Reviews and analyzes computer software systems, data requirements, and 
communications and response needs, and devises optimum hardware configurations, 
operating systems and applications software to support them. 

5) Analyzes computer programs, communications, hardware, and operating systems 
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and develops techniques to improve and optimize system utilization. 

6) Performs special projects such as migration, planning, work process, reenglneering, 
data element or code standardization. 

7) Determines costs for converting and irwdifyl^ 
applications and from one machine or server to another. 

8) . Structures sophisticated software programs to operate within the chosen 
environment Improves system efficiency through recommending better utilization of system 
capabilities. 

9) . evaluates software operating systems, utilities, appOcations, and upgrades from the 
point of view of performance, efficiency, and system resource utilization and adherence to 
-stated objectives. 

10) Applies experience in the completion of all phases of the automated system life 
cycle. 

11) Follows Industry, and/or government standards for completing systems analysis, 
design, development, and testing. 

\2) Prepares test plans and procedures and conducts various levels of testing to ensure 
that systems work as planned, are compatible with standards, and meet ail security 
considerations. Assembles, analyzes, and quantifies test data; mid provides test reports, 
Including necessary corrective actions of recommendaUons. 

13) - Assists the program, project, ortasfc manager in development and management of 
project and task plans, prepares and delivers presentations on project deliverables. 

14) Develops training programs for customer personnel Jn the use of hardware, software, 
and project deliverables, interacts and communicates with aU levels of management, 
technical, and user personnel. 
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SYSTEMS ANALYST 2 
EXPERIENCE 

The contractors employee wBI have at least eight years of total work expertera» Including 3 to 6 years of 
increasingly responsible working experience specifically In ADP, as an analyst or programmer, or 
computer hardware or software specialist as relevant to the task or requirement Experienced In all 
phases of the automated systom life cycle, broad knowledge of various hardware and software platfomw, 
languages, data communications, networks, application development software, database and relational 
database management software, computer and network operating systems. CASE tools and processes, 
date modeling, data flow diagramming, and structured analysis methods and techniques relevant to the 
task or requirement. If a former Federal employee, a personal grade level of FO-02, GS-14, or 
equivalent, or comparable or higher level in the private or academic sector. 

DELIVERABLE 

Responsible for provkfing, within the time frames specified by the Contracting Officer's Representative 
(COR), analytical services Including analyses, findings, requirements, and recommendations on all 
assigned matters. Actions and findings wfll Include, at a minimum, knowledge of and adherence to all 
relevant regulations (including State Department security requirements), and established Departmental 
system standards and protocols. Actions to be performed are determined by the COR, and reports must 
be in the format specified by the COR. AS plans and reports (Interim and final) must be acceptable to the 
COR Actions and reports wilt not be considered complete until all verifying documentation has been 
attached. The contractor's employee will also be responsible for providing oral briefings on the analyses, 
findings and recommendations to the bureau Executive Director, other officials, and other individuals as 
directed by the COR. 

DUTIES 

Performs as a system analyst in the administration and management of one or more systems or major 
databases of the U.S. Department of State. As part of this function, the contractor's employee wtQ be 
given areas of significant anatyses and duties, for which she orhe wffl provide expert review and advice 
and will perform an assigned actions to resolution. Specific duties Include: 

1) Leads or supports, various difficult ADP tasks including requirements analysis, 

. project concept development, systems planning, design, development, testing, Installation, 
and operation. 

2) Works with users in formulating requirements. 

3) Reviews and analyzes data processing and communication requirements to 
determine data processing system or networt; capabiiities required to meet task 

4) Reviews and analyzes computer software systems, data requirements, and 
communications and response needs, and devises optimum hardware configurations, 
operating systems and applications software to support them. 

5) Analyzes computer programs, communications, hardware, and operating Systems 
and develops techniques to improve and optimize system utilization. 
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6) Performs special projects such as migration, planning, wort; process, reenglneerino 
data element or code standardization. 

7) Determines costs for converting and modifying computer programs wftnln 
applications and from one machine or server to another. 

6) Structures sophisticated software programs to operate within the chosen 

environment improves system efficiency through recommending better utilization of system 
capabilities. 

9) Evaluates software operating systems, utilities, applications, and upgrades from the 
point of viewer performance, efficiency, and system resource utilization and adherence to 
stated objectives, 

10) Applies experience In the completion of ail phases of the automated system ife 
cycle. 

11) Foflows Industry and/or government standards for completing systems analysts, 
design, development, and testing. . . 

19 Prepares test plans and procedures aM conducts veneris levels of testate ensure 
that systems wort as planned, are compat&te with standards, and meet an security 
considerations. Assembles, analyzes, and quantifies test data; mid provides test reports. „ 
Including necessary corrective actions or recommendations. 

13) Assists the program, project, or taste manager In development and management of 
project and task plans, prepares end delivers presentations on project deliverables. 

14) Develops training programs for customer personnel In the use of hartware, software, 
and project deliverables. Interacts and communicates with ail levels of management, 
technical, and user personnel. 
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SYSTEMS ANALYST 3 

EXPERIENCE 

The contractor's employee will have at least four years of total work experience that includes 1 to 2 
years of Increasingly responsible working experience specifically In ADP. as an analyst or programmer, 
or computer hardware or software specialist as relevant to the task or requirement Experienced In all 
phases of the automated system life cycle. Broad knowledge of various hardware and software 
platforms. lanouages,data communications, networks, application development software, database and 
relational database management software, computer and network operating systems, CASE toots and 
processes, data modeling, data flow diagramming, and structured analysis methods and techniques 
relevant to the task or requirement If a former Federal employee, a personal grade level of FO-03, 
GS-13, or equivalent, comparable or higher level In the private or academic sector. 

DELIVERABLE 

Responsible for providing, within the time frames specified by the Contracting Officer's 
Representative (COR), analytical services including analyses, findings, requirements, and 
recommendations on all assigned matters. Actions and findings wS include, at a minimum, 
knowledge of and adherence to afl relevant regulations (including State Department security 
requirements), and established Departmental system standards and protocols. Actions to be 
performed are determined by the COR, and reports must be in the format specified by the 
COR. All plans and reports (interim and final) must be acceptable to the COR Actions and 
reports wilt not be considered complete until alt verifying documentation has been attached. 
The contractor's employee wfit also be responsible for providing oral briefings on the analyses, 
findings and recommendations to the bureau Executive Director, other officials, and other 
Individuals as directed by the COR. 

DUTIES 

Performs as a system analyst in the administration and management of one or more systems or major 
databases of the U.8. Department of State. As part of this function, tte 

given areas of significant analyses and duties, for which she or he will provide review and advice and will 
perform all assigned actions to resolution. Specific duties include: 

1) Leads or supports various drftkxrK ADP tasks including requirements analysis, 
project concept development, systems planning, design, development testing. Installation, 
and operation. 

2) Works with users In formulating requirements. 

3) Reviews and analyzes data processing and communication requirements to 
determine data processing system or netwontcapabimies required to meet task 
requirements. 

4) Reviews and analyzes computer software systems, data rerarlrernents, and 
communications and response needs, and devises optlmumhardware configurations, 
operating systems and applications software to support them. 
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5) Analyzes computer programs, communlcaUons, hardware, and operating systems 
and develops techniques to improve and optimize system utilization. 

6) Performs special projects such as migration, planning, wo* process, reenglneertno 
data element or code standardization. v 

7) Determines costs for converting and modifying computer programs within 
applications and from one machine or server to another. 

8) Structures sophisticated software programs to operate wrthJn the chosen 
* hSE^ lmproves s y stem efficiency through recommending better utilization of system 



9) Evaluates software operating systems, utilities, applications, and upgrades from the 
Pjwttof of performance, efficiency, and system resource utilization and adherence to 
stated objectives. 

10) . Applies experience In the completion of ad phases of the automated system life 
cycle. 

11) Fellows Industry and/or government standards for completing systems analysis 
design, development, and testing. . 7 * 

12) Prepares test plans and procedures and conducts various levels of testing to ensure 
that systems work as planned, are compatible with standards, and meet alt security 
considerations. Assembles, analyzes, and quantifies test data; mid provides test reports. 
Including necessary corrective actions or recommendations. 

13) Assists the program, project, or task manager in development and management of 
^ project and task plans, prepares and delivers presentations on project deRverables. 

14) Develops training programs for customer personnel In the use of hardware, software, 
and project deRverables. Interacts and communicates with aX levels of management, 
technical, and user personnel. 
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PROGRftMMER/ANALYST 2 
EXPERIENCE 

The contractor's employee wUI have at least six to eight years of experience In programming and 
software development In the language, hardware platform, software, operating system, front-end toots 
development toots and methodologies, CASE tools, awwctivtty technologies, and ccmnluracatk^ , 
environment relevant to the task or requirement Experience In.a networked (WAN/LAN), distributed 
client/server, or stand-alone environment as relevant to the task or requirement If a former Federal' 
employee, a personal grade level of FO-02, GS-14. or equivalent, or comparable or higher level In the 
private or academic sector. 

DELIVERABLE 

Responsible for providing, within the time frames specified by the Contracting Officers Representative 

(COR), analytical services Includirig analyse^ flnoln^ 

assigned matters. Actions and findings wW inriude, at a nilnimum, Icm^edge 

relevant regulations (including State Department security requirements}, and established Departmental 

system standards and protocols. Actions to tw performed are deterri 

be In the format specified by the COR. AH plans and reports (interim and final) must be acceptable to the 
COR. Actions and reports win not be considered complete untS eft verifying documentation has been 
attached. The contractor's employee will also be responsible for providing oral briefings on the analyses, 
findings and recommendations to the bureau Executive Director, other officials, and other Individuals as 
directed by the COR. 

DUTIES 

Performs as a programmer and analyst in the administration and manqjemerrt of one w 
or major databases of the U.S. Department of State. As part of this function, the contractor's employee 
wHI be given areas of significant analyses and duties, for which she or he will provide expert review and 
advice and will perform all assigned actions to resolution. Specific duOes include: 

1) Analyzes system requirements and design specifications. 

2) FoUows government and Industry starxlards for con^Xofing analysis, design, coding, 
testing, debuggino, and documentation tasks. Produces results that compfy with both 
standards and requirements. 

3) Interacts and communicates wfth afl levels of rrumagoment, technical, and user 
personnel. 

4) Develops Nock diagrams and logic flew charts. 

5) Translates detailed design into computer programs. Tests, debugs, and refines the 
computer programs to produce the required product 

6) Enhances programs to reduce operating time or Improve-efflclency. 

7) Performs programn^ tasks using Imowiedge^ 

procedures and data processing requirements. Writes new programs and maintains and 
modifies existing programs using prescribed specifications. 

8) Confen with user representatives to clarify rec^rlreroents and formulate needed 
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changes. Implements and makes approved changes by amending program flow charts 
developing detailed processing logic, and coding changes. ' 

9) Designs, tests, documents and Implements modifications and writes operator 
instructions. 

10) Leads or supports various programmtno/analysls tasks. . 

11) Assists project managers in the development and management of project plans 

12) Assigns, schedules, monitors and reviews work of subordinates. Supervises the' 
development and execution of tasks. ^ 

13) May serve as a team memberof a group of analysts/programmers In the completion 
of system analysis, design, programming, and testing. 

PROGRAMMER/ANALYSTS 
EXPERIENCE 

The contractor's employee wOi have at (east three to six years of systems experience In programmer 
and software development In the language, hardware platform, software, operating system, front-end 
tools, development toots and methodologies. CASE tools, connectivity technologies, and 
coiT^nlcalions ernriro relevant to the task or requirement Experience in a networked 
^AN/LAN), distributed, cOerrt/server, or stand-alone environment as relevant to the task or requirement 
If a former Federal employee, a personal grade level of FO-03, GS-13, or equivalent, or comparable or 
higher level in the private or academic sector. ^ 

DELIVERABLE 

Resporislble for providing, within the time frames specified by the Contracting Officer's Representative 
(COfg, analytical services including analyses, findings, requirements, and recommendations on ail 
assigned matters. Actions and findings will include, at a minimum, knowledge of and adherence to ail 
relevant regulations (including State Department security requirements), and established Departmental 
sj^em standards and protocol 

*® ^n* 8 * specified by the COR. AH plans and reports (interim and final) must be acceptable to the 
COR. Actions and reports win not be considered complete untB alverifyir^dccurrteiitationruisbeen 
attached. The contractor* employee will also be responsible for providing oral briefings on the analyses, 
fadings and recommendations to the bureau Executive Director, other officials, and other individuals as 
directed by the COR. 

DUTIES 

Performs as a programmer and analyst In the administration and management of one or more systems 
or n^or databases of the U.S. Department of State. As part of tills function, the contractor's employee 
win be given areas of significant analyses and duties, for which she or he will provide review and advice 
and win perform all assigned actions to resolution. Specific duties Include: 

1) Analyzes system requirements and design specifications, 

2) Develops block diagrams and logic flow charts. Translates detailed design Into 
computer programs. Tests, debugs, and refines the computer programs to produce the 
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required product. 

3) Enhances programs to reduce operating lime or Improve efficiency. 

. ^ Oovemment and Industry standards for corapleUnfl analysis, deskjn, codim 

testing, debugging, and documentation tasks. «*y«.«wng, 

5) Produces results mat comply both with standards and requirements. 

OJ Interacts and communicates with aU levels of management, technical, and user 

personnel. ■ * 

7) Makes approved changes by amending program how charts, developing, detailed 
processing logic, and coding changes. ^ 

8) Performs programming taste using knowledge of established programming 
procedures and data processing requirements. 

9) snecifi yj^^^ f ^' mainl ^^'^^ existing rxograms usir« prescribed 

10) Confers with user representatives to clarify requirements and formulate needed 
changes. Implements changes upon approval from higher level staff. 

11) Designs, tests, documents and Irr^Jlements ir^Kations and writes operator 
Instructions. 

12) L^^orsuopc^vaitousprcgra 

13) Assists project manaflers In the development and management of project plans 
assigns, schedules, monitors and review wort of subordinates. 

14) Oversees the development and execution of taste 

15) ^y^«teateammemberofagroupofanalysls^ramme 
of system design, programming, and testing. 
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PROGRAMMER/ANALYST 4 
EXPERIENCE 



The contractor's employee will have at least one to three years of experience in programming and 
software development In the language, hardware platform, software, operating system, front-end tools 
development tools and rmrthodotogles, connectjvtty technologies, and communications environment ' 
rwv*r*tothetaskc<rec^iren^ 

stand-alone errvironmerTt as relevant to the task or requirement tf a former Federal employee a personal 
grade level of FO-04, GS-12. or equivalent, or comparable or higher level In the private or academic 
sector. 



DELIVERABLE 



Responsible for providing, within the time frames specified by the Contracting Officer'* Representative 
(COR), analytical services Inctudlng analyses, findings, requirements, and recttruTvenrtrtionson all 
assigned matters. Actions and findings wiU Include, at a minimum, knowledge of and adherence to all 
relevant regulations (including State Department security requirements), and established Departmental 
system standards and protocols. Actions to be performed are determined by the COR, and reports must 
be In the format specified by the COR. All plans and reports (interim and finaO must be acceptable to the 
COR. Actions and reports will not be considered complete until ad verifying documentation has been 
attached. The contractor's employee will also be responsible for providing oral briefings on the analyses, 
findings and recommendations to the bureau Executive Director, other officials, and other individuals as 
directed by the COR 



DUTIES 



Performs as a programmer and analyst in the support of administration and management of one or more 
systems or major databases of the U.S. Department of State. As part of this function, the contractor* 
employee will be given areas of signify analyses and duUes, to 
and advice and wffl perform al assigned actta* to iesc4rt^ 

1) Analyzes system requirements and design specifications. 

2) Follows government and industry standards for completing analysis, design, coding, 
testing, debugging, and documentation tasks. Produces results that comply with both 
standards and requirements. 

3) Develops block diagrams and logic flow chants. Translates detailed design into 
computer programs. ' 

4) Tests, debugs, and refines the computer programs to produce the required product 

5) Performs programming tasks using knowledge of established programming 
procedures and data processing requirements. 

6) Writes new programs and maintains and modifies existing programs using 
prescribed specifications. 

7) Confers with user representatives to clarify requirements and formulate needed 
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6) Instru*}^" 5, d0CUmenlS and We™"* modifications and writes operator 
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NETWORK ENGINEER f 
EXPERIENCE 



™ e J***™**' 5 •'"P' 0 * 6 * m ^ve «t least elo« yeirs of experience in the design. Installation 

°^ U, !S eSti !! 0, documenteUon . •dmWstrtUon, and management oru^ANsIn Wfety of 
n*«fla«>d|pn^ 

^S^!^f?S™£^ ? m ^ 0f,he lM(fino networtl systems televamtottwlask 

or requirement If a former Federal employee, a personal grade level ofFO-01, GS-15. or equivalent or 
comparable or higher level In the private or academic sector. 

DELIVERABLE 

Responsible for providing. WHNrt the One frames sp 

(COR), network management services Including overskjht, analyses, tmdings, retirement! and 
recominendatto^ 

arxl adherence to all reievartreguIafJorsf^ 

estabKshed Departmental system standards and protocols. Actions to be performed are determined by 
l^^^i!^.!!^^ * a J 0,m * SP*** 5 * by the COR Ail plans and reports (interim and final) 
must be acceptable to the COR. Actions and reports vrlOrKrtte considered conuMetewiQIaO verf^ 
aocymentafori has been attached. The contractor's employee wilt also be responsible for provkfim oral 
briefings on the analyses, findings and recommendations to the bureau Executive Director other 
officials, and other Individuals as directed by the COR, ' 

DUTIES 

Performs as a serUorr»etwork adrninlstrator and design speclaiist In the adrrtfnlstratlon and management 
of one or more area networks In the U.S. Department of State. As part of this function, the contractor's 
employee wfll be given areas of significant network responsibility, for which -he or she wtt provide 
oversight expert re^ 

be responsible for perlorrrdng an assigned ac^ 

1) Analyzes network arxi telecorrorwrricatio^ 
connectivity to LAN/WAN networks. 

2) Solves comr^rx^biems In a computing and rwtworkfno environment 

3) Analyzes functional and administrative data and reviews tte 
analyses to determine the most appropriate soluttons to satisfy^ 

toiudtoQ: network operating system; worfcstatkws 
hubs: gateways; routers; brklges; remote 

wwkstaUon corrawmmts, interface cuds, floppy and hani disks, drivers, and multiple aooess 
units; and, attachment unit Interfaces. 

5) Assesses threats, vutnerabiBUes and safeguards; performs penetration studies; and, 
reccmrrierxIstheaporoDriatelev^ 

6) Analyzes and resrxwds to security ln^^ 

35 

Section C 



UNCLASSIFIED - 



UNCLASSIFIED 



S-LM&QM-00-D-0013 

SCHEDULE 



7) Assists wfth software and hardware Inventory management, registrations and 
upgrades, configuration management, and other administrative Issues. 

project a ; n?^a^ t ^n^ 0^am • * *" fifXl management of 

8) 'rteracts and communicates with afl levels of management, technical, and user 
personnel; OEM personnel; and, third party maintenance providers 

10) Develops plans for. tests, and maintains sophistk^ed rtftwcrkand 
teJewmmuriJcaUons systems In the wiceAiata/vldeo fields. 

11) topoJogl ^ artid P a,es 10 *»<ysls * requirements and design efforts for networks of varying 

19 Resolves network failures. 

13) Participates in a team setting In the completion of software Implementation 

w/am Enforces security P**^ standards that safeguard data accessible through LANs 

15 > , AppOes encryption techniques, security certificates, authentication and vaiidatlon 
techniques as appropriate, . 

16) Sets up and administers commercially available firewall products. 

17) Assists wflh user application Installation, troubleshooting, and maintenance. 

18) Provides oversight of areas such as network software management tools, traffic 
management, voice/video management, and network statistical sampling. 

18) Leads or supports various network related tasks and supervises other network staff. 

20) Manages mufti-shift operations. 

21) Provides 24/7 (24 hours a day, seven days a week) support for network operations. 
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NETWORK ENGINEER 2 
EXPERIENCE 

The contractof^employee will have at least six years of total general work experience that Includes 3 to 
6 J^?J rf .f eCific experience ta ^ Installation, configuration, testlS^ociimeflta^ 

n*anafloment of LANsAAfANs In a variety of media and protocols relevant to the task 
or reorient Khowle^ 

common carrier offerings relevant to the talk or requirement Certified mtfwort engineer In one or more 
of the leading network operating systems relevant to the task or requirement tfa former Federal 
Se^SS 9 *** ° f GS ' H ' v™**"*** or higher level h the 

DELIVERABLE 

iSE^ 6 l0 f- ****** wftWn *» frames specified by the Contracting Officer's Representative 
(COR), network management services Including oversight, analyses, findings, requirements, and 
recommerKlatlonson an assigned matters. Arjfions and firtdng^ 
and adherence to aM relevant regulaOc^(^ 
estahtol^ Departmertal system star^ 

^9? R o ^f rc P^ *** , f0nnat speW* by the COR. All plans and reports (interim and final) 

must be acceptable to the COR. Actions and reports wW not be considered complete until afl verifying 
documentation has been attached. The contractor* employee wifl also be responsible for providing oral 
briefings on the analyses, findings and recommendations to the bureau Executive Director, other 
officials, and other Individuals as directed by the COR. 

DUTIES 

Performs as a network administrator and designer 

area networks In the U.S. Der^utment of state. As part of this function, the contractor's employee will be 
grvOT areas of srjecfflc nerw^ 

and advice, and overall design end maintenance. The contractor* employee wffl be responsible for 
performing bH assigned actions to resolution. Specific duties include: • 

1) Sdvra r»rnplexpreblemslna 

2) Analyzes functional and administrative data and reviews the output of these analysis 
to determine the most appropriate sofutjorts to satisfy the requirements. 

3) .Partlclpatestoeteam«etlir«^ 

4) °«vetops and micros e«curftypol^ 

° M ? U0 li A J te 0fWAN& ***** « nCf ypMon technkntes, security certificates, authentication 
and validation techniques as appropriate. 

5) Assesses threats, vuInerablBOes and safeguards; performs penetration studies; and, 
recommends the appropriate levels of security for the network environment 

6) Analyzes and fesponfe to seairty 

7) Provides support for area such as network sofiware nwuugement tools; traffic 
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management, voice/Video management, and network statistical sampling. Leads or sunowts 
various network related taste and supervises other network staff. Assists the program/ 
project, or task manager In development and management of project and task plans. 

8) Interacts and communicates with all levels of management, technical, and user 

personnel: OEM personnel; and, third party maintenance providers. 

0) Participates In site survey, requirements, and design efforts for networks of varyina 

topologies. ' * 

10) Tests, traces trouble, performs diagnostics, and repairs outages to aH aspects of the 
network Including network operating system; workstafioij^ 

software; hubs; gateways; routers; bridges; remote access servers; other equipment 
including workstation components, interface cants, floppy and hard disks, drivers, and 
multiple access units; and, attachment unK interfaces. 

11) Diagnoses and resolves network failures. 

12) Establishes and inalntalns rontrel tables and files forth© LAN operating system, user 
applications, and ofMhe-shetf software. 

13) Assigns and removes access rights and user passwords. 

14) Sets up and administers commerctaBy available firewall products. 

15) Performs electronic mafl maintenance; network printer configuration and 
maintenance; and, assists with user application installation, troubleshooting, and 
maintenance. 

16) Manages mulU-shm operations. - 

17) Provides 24/7 (24 hours a day, seven days a week) support for network operations. 
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NETWORK ENGINEER J 
EXPERIENCE 



The cwrtractort employee wffl have at least two years of peneral woik experience with 1 to 2 years of 

Kno^edge of networic security Issues and convnuntarttons hardware/software and common carter 

t0 i? 6 ^ ^"l^^nent Certified network enofneer In one or nWtf^ le*L 
network operating systems relevant to the task or requirement If a former Federal employee, alwsonal 
grade level of FO03. GS-13, or equivalent, or ccrnparaUe or higher level to thetfv^^^ 
sector. 



sector. 
DELIVERABLE 



ftefP«^l*pcov^ 

(COR), network maru^eroertf support services IneUrtw analyses, firKfinos. requlrerner^and 
fecommend^ 

!? 10 reievant ^ulauons (JnciudJno State Department security requirernents), ancT 

ff^* 1 ^P 31 ^^ system standards and protocols. Actions to he performed are drrtermlned by 

iSfT 1 ^? «Pec»ied by the COR. All plans and reports Gntedm and ftoaQ 

nwrstbeacceptabtetoiheCC^Acuc^ 

documentation has been attached. The cottfactor* employee wlli also l» re 
briefings on the analyses, findings and recornmendatJors to the bureau Ex^ 
officials, and other Individuals as directed by the COR 



DUTIES 



Provides network administrator and c^ner support in the admWst&tJooand management of one or 
more area networks in the US. Department of State. As part of this function, the contractor* employee 
wiH be given areas of.spe^ncfwtworkresponsfbifity, forwhkh-he orshe wfflprovkto fechnlca] 
assistant, maintenance of networics. review and advice. The contractor* employee wffi be responsible 
for pertbnnlnfl aft assigned actions to iwohBon. <**--'*-■*-'■- * 



1) Solves problems In a computing and networking environment 

2) Installs, configures, tests, traces trouble, performs diagnostics and repairs outages to 
all aspects of the network inctodina neh^cpereung systems, workstations, transceivers, 
savers, server software, hubs, gateways, routers, bridges, and remote access servers; other 
equipment IrtfucKno workstation components such as Interface cants, floppy and hart disks, 
and dnven;inuttlple access ij^ 

3) Establishes and maintains corrtrof tables and fBes for the LAN o^ 
apportions and off-the-shelf software. Participates In a team 

Software Implementation. 

4) Analyzes and responds to tocuitfy UM^os tmiod by too tomtit pmtacL 

5) Performs software and hardware inventory management, registrations and upgrades, 
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configuration management and other administrative Issues. Performs server backups 
restores, and electronic man maintenance; network printer configuration and maintenance- 
and, assists wftii user application Installation. troubleshooting, and maintenance. 

Provides support for areas such as network software management tools, traffic 
_ """Wflemortt, vokxsMdeo management and network statistical sampling. 

7) Assists the program, project, or task manager In development and manaoement of 
project and task ptans. ' ' 

8) Assists the program, project, or task manager In development and manaoement of 
project and task plans. 

°) lop0to0 ,^ rt,clpate5 1/1 886 «<l**Bments and design efforts for networks of varying 

10) Detects, diagnoses and resolves network fatures. 

11) Tests installed fiber, coax and twisted pair copper cable. 
19 Assigns and removes access rights and user passwords. 

13) Administers commercially available firewall products. 

14) .Interacts and communicates wKh all levels of management technical, and user 
personnel; OEM personnel, and third party maintenance providers. 
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SCHEDULE 



OFRCE AUTOMATION SPECIALIST 2 
EXPERIENCE 



Jte contactor* employee win have at least six years of total general work experience; 3 to 6 yeans of 
SS^^S^JS.^ ^^P"- »"V>uter operation f»elpdesk,ora«tonwaefv}<»/usef 
supp0lt ; Bq?erieticed wBh teadtng operating systems, oRkaaulomatk^pac^eskKdwlIiwwort 
processing, DBMS, electronic man. spreadsheet, graphics and project management software relevant to 
the -task or requirement; and. In a standalone, tfstrlbuted, or networl^ 
task 0 r requirement One (1 ) year of experience IremWeshootlng woricstatioos, network printer,, printer 
servers, and peripherals relevant to the task or requirement Demonstrates a thorough undeVstandbw of 
the concept of user services and has sfdlis in assisting users, if a former Federal employee, a personal 
grade level of FCMJ2, GS-U, or equivalent, or comparable or higher level In the pr^ or academic 
sector. 



DELIVERABLE 



Respo^Werorrxovk!^ 

(COR), office automation services including analyses, findings, requirements, and nxornmendations on 
all assigned matters: Actions and findings wffl Include, at a minimum, knowledge of and adherence to all 
relevant regulations (including State Department security requirements), and established Departmental 
system standards and protocols. Actions to be performed are determined by the CO^ 
bete Ipe format specified by the COR. AH plans and reports (interim and finao must be acceptable to the 
^^^^L^?^^??* «M»cI reporEs wllf not bo oonsi<Sere<fl a^oangaicsCA suuncn aaJi verfaVlnO-^ScacxaanaanlaElon taas bee^o 
attached. The contractor's employee wilt also be responsible for providing oral briefings on the analyses, 
findings andi^^ 
directed by the COR. 

DUTIES 

Performs as an office automation specialist In the administration and management of one or more 
automated systems of the US. Department of State. As part of this function, the contractors employee 
vrill be given areas of significant analyses end duUes, for which she or he wfll provide expert review and 
advice and will perform all assigned actions to resolution. Specific duties Include: 

1) ProvWesdafly supervision and <«rectlon to *Uff who are response 
support to usere In the areas of e^ director^ 

and other network services. 

2) Manages personnel who serve as the first point of contact for troubleshooting 
haidwareand software PC and printer problems. 1 

3) Assists t^havfog problems access^ 

software, or Inquiring how to use specific software such as database, inver^^ 
programming languages, electronic mail, and operating systems. 

4) . , Talks to users to team procedure followed and source of error. Answers questions, 
applying knowledge of computer hardware, software, and procedures. Determines whether 
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problem Is caused by hardware, such as modem, printer, cables, or telephone. 

5) Notifies software and hardware vendors to request service regaling defective 
products. 

6) Tests software and hardware to evaluate ease of use and whether product will aid 
user In performing work. 

7) Investigates and resolves users' network and computer software and hardware 
problems. 

«) Researches problems and finds soUrttor^cc*fere with program 

to explain software or other errors, or to recommend changes to programs or procedures. 

fi) Coordinates wHh technical staff to ensure that all aspects of user service activities 

are compatible and consistent wfth applicable government and industry practices, terms, 
procedures, and quality principles. 

10) May be called upon to provide evaluations, recommendations, training, Installation, 
and support of software and hardware wfth many different types of configurations. 

11) May train users on software or hardware or^e or In classroom, or recommend 
outside contractors to provide training. 

12) Leads or supports various tasks Involving development and Implementation of office 
automation policy, programs, and procedures. 
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OFFICE AUTOMATION SPECIALIST 3 
EXPERIENCE 

The contractor* employee will have at least \^ of t(m*wk oxpetieooiiituA includes Uoi 
years of specific experience In office automation, computer operations, help desk, or customer 
«wvteeAisersupp(tt Experience 
wcrtprecesslng. DBMS, electrode rr^.spre^^ 

re f 0V ^! 0 ^ te! * orracllllrement: «« • «*a«<l-«looo, distrttxite<l, ori^etvwkedenvfronnieritas 
relevant to the task or requirement 1 year of experience troubleshooting workstations, network printers, 
printer servers, and peripherals relevant to the task or requirement Demonstrates a thorough 
understanding of the concept of user services and has skills In assisting users, if a former Federal 
employee, a personal grade level of FO-03. GS-13, or equivalent, or comparable cm- higher level In the 
private or academic sector. 

DELIVERABLE 

Responslbte for providing, within the time frames specified by the Contracting Officers Representative 
<COR), office automation services Including wwtyses, tfo^ 

all assigned matters. Actions and findings wfli Include, at a minimum, knowledge of and adherence to an 
relevant regulations (including State Department security requirements), and established Departmental 
system standards and protocols. Actions to be performed are determined by the COR and reports must 
be in the fomwt specified by IteC^ 

COR Actions and reports wfK not be*considered complete until all verifying documentation has been 
attached. The contractor's employee wOl also be responslbte for rx^»vld^ c>ral briefings «i the analyses, 
findings and recommendations to the bureau Executive Director, other officials, and other Individuals as 
directed by the COR. 



DUTIES 

Performs as an office automation specialist In the administration and management of one or mom 
automated systems of the U.6. Department of state. As part of this function, the contractor's employee 
wHI be given areas of signtfk^ analyse an^ 
and wOl perform all assigned actions to resolution. Specific duties Include: 

1) • JnvesUgaiesandmdvest^ 

IJfobtems. Receives calls from users having probtems accessing system 
hardware or r»fiware. or kio^rk^ 
printing, prognmvnlng languages, elects 

2) Tr^ to irserc to learn procedure foll^^ 

app^ knowledge of computer hardware, software, and procedures. DeteniUnes whether 
problem Is caused by hardware, such as modem, printer, cables ortelephone. 

3) Researches problems nod finds solutions; confers wtth programmers and other staff 
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to explain software or other errors, or to recommend changes to programs or procedures 
4) Tests software and hardware to evaluate ease of use and whether product will aid 

user in performing work. ^ " a '° 

6) Provides in-person support to users in the areas of e-malf, directories, standard 

Windows desktop applications. 

6) . , Servw as the Wtial r^ of contact for tr^ ^ 
hardwarefsoftware PC and printer problems. ' 

7) Coordinates with technical staff to ensure that an aspects of user service activities 
are compatible and consistent with applicable government and industry practices terms 
procedures, and quality principles. ' 

8) Notifies software and hardware vendors to request service regarding defective 
products. ■ • 

9) May be caned upon to provide evaluations, recommendations, training, installation, 
and support of software and hardware with many different types of configurations. 

10) May train users on software or hardware rwsfte or In a classroom 

11) Supports various tasks Involving development and importation of office 
automation poDcy, programs, and procedures 
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USER SUPPORT 2 



EXPERIENCE 



specialized experience In office automation, computer operations, help desk, or customer seonWia^ 
support. Experienced with leading operating systems, office automation packages Jnctudku vvord 

the taak or requirement and. In a stand-alone, distributed, or networked environment as movant to the 
task or requirement One (1) year of experience IrouUeshooflng workstations, network printers printer 
servers, and peripherals relevant to the task or requirement Demonstrates a thorough un^rstanSnTof 
the concept of user services and has skills in assisting users. If a former Fvto^Sfk^^ 
grade level of FfXH, GMi, «e*ilvaler«\orcornp^ 



sector. 
DELIVERABLE 



RfWsWe for providing, within the time franxs specified by the Co* 

<COR>.office automation user support services Including analyses. ruKCngs. i^ulremen^a^r^ 
focomr^ndations on alf assigned matters. Adior* and firriin^ Imowiedge of 

and e^wrence to an relevant regulations (Including State Department securty requirements), and 
^tab^ied^partmentala^em^antfanfsand 

must be acceptable to the COR.- Actions and reports will not be considered complete unfB al verifying 
documentation has been attached. The contractor's employee wffl also be responsible for providing oral 
briefings on the analyses, findings and recornmendationsto the bureau Executive Director, other ' 
officials, and other Individuals as directed by the COR 



DUTIES 

Specific duties Include: 



1) -Provides daily aupervision and direction to staff who are responsible for phone 
support to users In the areas of e-mall, directories, standard Windows desktop applications, 
and other network services. r-yr— 

2) Manages personnel who serve as the first point of rxwtact for troubleshooting 
hardware and software PC and printing problems. 

3) Receives calls from usere having 
haroware or software, or Inquiring 
printing, progranwUnglanouages, electron^ 

' ... TalJcs to users to team procedure foOowed and souroeoT error. Answers questions, 
.. aprjr/fngknowfeageofcom^ 

problem is caused by hardware, such as modern, printer, cables, of telephone. 
5) Notifies software and hardware vendors to request service regarding defective 
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products. 

6) Tests software and hardware to evaluate ease of use and whether product wfl! aid 
userln performing wwk. 

7) Provides telephone hoi-line support In a help desk environment, operates automated 
help desk system, handles trouble tickets, and assists with help desk/trouble ca« trend 
analysts. * 

8) Investigates and resolves users' network and computer software and hardware 
problems. 

0) Researches problems and finds solutions; confers with programmers and other staff 

to explain software or other errors, or to recommend changes to programs or procedures. 

10) CoordJriates with technical staff to ensure that all aspects of user service activities 
are compatible and consistent with applicable government and Industry practices, terms, 
procedures, and quaBty principles. 

11) May be called upon to provide evaluations. recprrvTvwKtations. training, Installation, 
and support of software and hardware wtthmanydUTererttyr^ofconf^urattons, 
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USER SUPPORT 3 
EXPERIENCE 



years of specific experience la office automation, computer operations, help desk, of customer' 
^^^^,^P^ nce f Reading operating systems, office automation packages Including 

^S^ZSZtS^' ^ CU ^!? m ^ I spreacIsheet ' IW^ P«aed management software 
relewot to the task or reamer* and, In a stand-atone, distributed, w iieft*^ ewhonment as 
relevant to the task or requirement 1 year of experience troubleshooting Workstations, network printers 
P N e L Se ^ Kt VS P 61 ^ 18 retev *""o *• taskorreuxrirement Dernorrf^ 
understanding of the concept of user services and has sldfe to assisting users. If a fom^ 
emptoyee. « personal grade level of FO-04. GS-11, or equivalent, or comparable or higher level to the 
private or academic sector. • 



DELIVERABLE 

R^o^We for providing, the t^ 

(COR), office automation W support services todudih^ 

recorrvnendatlonson all assigned matters. Actions and findings wtU Include, at a rnlnirnum, knowledge of 
and adherence to all relevant regulations (Including State Department security requirements), and 
established Departmental system standards end protocols. Ac^^ 

theCOR atncf «fPOrts must be in (fie format specified 1^ the COR. All pfans and reporfs (iriterfm and fioaO 
n^beacoeptabteto 

documerrtaUon has been attached. The ojrrfractor's employee will also be responsible for providing oral 
, briefings on the analyses, findings and recommendations to the bureau Executive Director, other 
officials, and other individuals as directed by the COR. 

DUTIES 

» 

Specific duties include: : 

1) Investigates and resolves users' network and computer software end hardware 
fproWerns. Recefres caHs from users havtr« problems accessing system, usto^ 
hardware or software, or Inquiring, how to use specific software such as database. Inventory, 
printing, prognwimlng languages, electronic mail, and operating systems, 

2) Talks to users to learn procedure followed and source of error. Answers questions, 
inlying knowledge of computer hancfware. software, and procedures. Determines whelher 
problem is caused by hardware. Such as modem, printer, cables or telephone. 

3) Researches rxoNerns and finds sof^ 
to oxplato software or oUiererrcra. or to reca 

4) Tests software and hardware to evaluate easeofr^ arrf whether prwluctwfllald 
user to performing work. 

9 . ' Provides phone support to users to the areas of e-mail, dkertories, standard 
Windows desktop applications. 
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6) Serves as the initial pobtt of contact forlrouWeshooOna network appficstions and 
hardware/software PC and printer problems. 

7) Provides telephone hot-line support In a help desk environment operates automated 
help desk system, handles trouble tickets, and assists with he|p desk/trouble call trend 
analysis. 

8) Coordinates wim technical staff to ensure that all aspects of user senrk» activities 
are compaUbte and consistent with applicable Government and Industry practices, toons 
procedures, and quality principles, 

0) Notifies software and hardware vendors to request service regardirta defective 

products. 

10) May be called upon to provide evaluations, recommendations, training, installation 
and support of.software and hardware with many different types of configurations. 
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PROJECT MANAGER t 
EXPERIENCE 

^cxxilrKtort employe WW haw « least tKfaywtfuMw&exDatto™**^^ 

employee bra firm specializing in the matter undweons^^aftiSr^S^¥^ fcor 
candidates with a bachelor's degree in M«^^tSt^^jy ennas ° Ww t0 

Famfflarfty wRh the hardware, software, communications and manaoempn* «# ^ - 
DELIVERABLE 

DUTIES 

Specific duties Include: 

1} 'Performs daily-management of overall contract support operations tavotvina mutUDie 

pmjeots and yroups of persofwel«tmu^ low «eerauons involving muwpw 

support SaSSe?* ^ «*«^^P^ and production of all contract 
3> ImplemeSrT 1 teChnotoolcal «"d project management 

« Responsible for deferable qualify and Integrity of the ftoal\Jor* product 
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^ and wwS^ *** ^ 0Vena **** 10 6nSUre ^ ^ flre "m*** .« «**uto 

(CO) «* Contracting Office* T«^cS^^S <CoX 

} .gencyn^^ 
HI A^||wGovej^ertwRhp(anninoand 

11) Rwmutates and revk^ strategic plans and deferable Kerns, determines contract 
costs, and ensures conformance wttfi standarts. ««wnnines contract 

and procedures to subordinates 
t3) Develop proposals In res>)nse to scheddes. and re views 

14) Ensures that program, prefect and task p^ 

-coeptaWe and produced as specified. Interacts and ccnvriunWeswtth «S tevete ?f 
cus^ management, technical, and userpersonneLFu^S^^ 
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NON-TECHNICAL WRITER 3 
EXPERIENCE 



S^S!S^!S^!* tave « «we to five years of experience as a wrtter or edHor if. 
h^e^ffi 

DELIVERABLE 



officials. «kI other l«^uate«ad«^ 



Danes 

Specific duties Include: 



Jncf„nr 1 SSf , ^f S ' * nd to*" reports, manuals, briefs, proposals, 

concerned wWiworfc products, metlwdsaiKipfocedures. 
* ccmasen^S^S^^ 
3) ResponsffiSS 

2^.2KS£* fcu ? ,uaoe (or *"* other hnouaae orteSS««s«^^ ^ 

*> omfu J^^ t 1 !^ ^ oraanfeaflon of toe material m «x»TOance^WONy 
i^^^2iSf22 n S!! S te WenL accuracy. Se to 

^S^SSJJr 3 ^ ^ e S >rf ?^ 0cts «v^SaSects ofsXfootnotes, 

^!^2!f^^^^^ J coveraoe of ««ect matter, completeness of cross- 
wju^pnoopi^ 



51 

Section c 



UNCLASSIFIED 



UNCLASSIFIED 



S-LHAQH-OO-D-OOU 

SCHEDULE 

6> Bm ^^?? ate !,P? paraUon of documwrt s pubOcaUon when contributing materials 

Mon^^S^f * eXChan 0° ° f ^ **« COmpttefi! Of Othef 

P««toatfcHiof<tocumertsandInf . pwucuooaoa 

«ntradlnV5^ 



NON-TECHNICAL EDITOR 3 
EXPERIENCE 

DELIVERABLE 

• ■ - 

i^l^S^^^ ** B » d * *• S"*™** Office* J^«seot««ve 
n^ecnnfc^ e<«^ seivloes ^ 

a8 refevant regulations (Including State Department security raqulremei^ JuSe^bBshed 
Departmental system staodanls and protocols. Actions to be ^om^ am ricteS^ihe COR fi *d 

acceptaWo to (he COR Actions and reports • 
doaimentationh^ 

bn^ontheawuys^ 

officials, and other WMduafs as directed by the COR. wrenor. ewer 

DUTIES 

SpedfioxSutles Include: 

Mitior management executives 

f^hiL<rfj s J^^S^J!f WrcS ^^ e *» Phases of writing, editing and 

«her language or languages as required) 
Inducing a defeBed towwledge of grammar and the elements of sound editing^ 
' <^MyravlewstheoiganlzatJon of the materials acoofdamewBhfikihlv 

established standards. The review of editorial projects covers aH aspects of style, footnotes, 
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•de^iacy and accuracy of citation, clarity and coherence of substantive footnotes 

reforendno. and general standaitfs.of excellence. Requires a cofnorehenslvaSoLAv^- „, 
JtojW Principles, concepts, practices. Including e^ntlalsof^aS te S^ ° f 

pubfiarfton of documents and Infonnational materials. T P ^ UaJOnand 

minim,,^!?!^! 5 £?2? e, l cy com P*er software tool sets Indudina, at a 

minimum, the Microsoft Office 67 suite of products. »'«uu«iu. m a 

^ • ^Deyetops. ^es r and edits matertai for reports, manuals, briefc. orooosals 
Instnjction books, cateioos. and rciated tecnnlcai and/or adS^^ubSS 
oooc^ne^ 

8) » 4 ^«, , f rt ^ V,ews ' )roduc0on «0d personnel and readsioumals. reports and other 
maten^ to become fafitfli* 

10) con(rac J^ f ^ ,fWfth «* «PP«es editing manuals or ofherguMejlnes used by the 

1 * oond*SS an^SSyT ^ ^ * hWB " dto ^ *^ 
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DOCUMENTATION SPECIALIST 2 
EXPERIENCE 



,1!^^ »» "™ * ^ four * six *« of experience as a technical write, if. 



DELIVERABLE 



Attached. The cwihac^ 
DUTIES 

Specfflcd<mesfc«*icfe; 



documentation. 

6) c ^^^^^ < ^<^manualsor^ 
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DOCUMENTATION SPECIALIST 3 
EXPERIENCE 



The contractors employee will have at {east two years of experience as a technical writ«r if.**™ 



In the private or academic sector. 
DELIVERABLE 

(^t^^^J^T spec " ied * ConlracUn 8 °*<** Representative 
(co^g technical writing services Including analyses, finalngs. requirements, and movnnXSnt I, 

al assigned matters. Actions and findings win Include, at anttSTknow^ 

relevartiep^atlonsCndcid^ 

5* 5£II£SEK &*!/? RrtA ! l P* 08 antf rc P° rts <Wertm and finaQrnustbeaca^totoe 
vf^Actfans and reports wffl not be considered complete witt all ve^ 

enact**. The contractor employee will also be responsible for^vEraSS fKSL 
DUTIES 

Specific duties include: 

1> wrf««n S^.^^K: System ^™*to«™. fining manuals and other 
^S^SolZtsT reSearch ' P^an^,lnfl • ^i™**™' *<* 

3) ^^TST^f m !? 1lenanCe "W™ 1 ^. »<* system design decuments. 

4) ^rtnJl^J 0 !^^ *™? krten ^ ws **" P«Ject staff, research notes and 
bac*grc<md fife, industry Otetature. and direct partictoaOon in project wortc 

' , Jr f ^ m i nar ^ fiPPfies edWng manuals or other guidelines used by the 

contracting office. ' 

6) Adheres to applicable government and Industry standards for technical documentation. 
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TECHNICAL WRITER 2 
EXPERIENCE 



Ngner level In the private or academic sector. 
DELIVERABLE 



Rfsponsttto for providing. wftWnthe time frames specified by the Contractino Office* RAn^m^. 

attached. The contraefnrt: «mrJm^I com *^" n « M ^nnwaocunienlatlon has been 

DUTIES 

^^^^^^? lrectina ^ ^Wortino tasks related to preparing technical reports 
system doamwntaifon. training manuals and other written materials associated hitththVres*^" 

oST2S^£^ ofapec^responsaffity, for which she or he wfl provide 

^ . - De ^^ Woonationfinomlntervlev^ 

backon^ndfi/es. Wastry Kerature. end dime* partJcSS 

rnanuals. scS^^^ 1 ^ may ***"<*^ 
W{ %M^<WrX^6rt maJntenance manuals, and system design documents. 

n<»4ecft^p2^ 

Q dooomertSoT t0 apP<iCaWe fl0vemment Mustry standara* for technical 

6> oontnJSjoi"^ "* ^ manUtUs "rt^O**^ used by the 



Section C 
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UNCLASSIFIED 



UNCLASSIFIED 



S-LKAQM-00-D-0013 

SCHEDULE 



flection C 



UNCLASSIFIED 



UNCLASSIFIED 



S-IMAQK-00-D-0013 

SCHEDULE 



TECHNICAL WRITER 3 
EXPERIENCE 



The contractor** employee )vffl have at least two years of experience as a technical writer if - f««*~ 



DELIVERABLE 



S^^^ ^j*^ 1 *' ^ ftwnes specified by the Contractl*, Officer* RenmsAnh*^ 



DUTIES' 



12?°""!.^ " •^ ^«W««lnfl tasks related to preparing technical reports system 
2°!* me 2 atJon ' t^ntao manuals and other written mat*4 «sol*^^ 

ZSi^^SZ^ for which she or fce wffl provide assistance, review 

opefstlonafphasesofthetask. researcn « P 1 *™*. Implementation, and 



iimnommcHi personnel. 
61 dooumeJSo^ to « p P UcaI *' 0W«nment and Industry stamfuds for technical 

8> conin^o^ 
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Section c 



UNCLASSIFIED 



UNCLASSIFIED 



SCHEDULE 



Section C 

UNCLASSIFIED 



UNCLASSIFIED 



S-IMAQM-0O-D-00I3 

SCHEDULE 



TRAINING SPECIALIST 1 
EXPERIENCE 



^X^K^ to !S2j2!!L 0f *** *°* "'P* 1 "™ induces 3 10 8 

™nlng sessions. If^S*^2£p^ ** oondoc0n 0 

or comparable or higher level ^^S^SSS^SS^^ ° f ™' GS " 15 ' "«^*erit 



DELIVERABLE 



££r?^ specified ty the Comractlng Officer* Representative 

DUTIES 

pX^nt ^^B.^rS^Sl "? admWsJra0on managernent of on* or more training • 

persorurf expertise In the fkttbeina 

3) aids). Prcpares K* 1 ™** (course outline, background material, and training 

4) ceffifJe^co^^ 
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UNCLASSIFIED 



S-LMAQM-OO-D-0013 

SCHEDULE 



Trains personnel by conducting fomwl classroom courses ******* 

P™Wes dally supen^^^ «nd seminars. 
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UNCLASSIFIED 



UNCLASSIFIED 



S-LMAQM-00-D-0013 

SCHEDULE 



TRAINING SPECIALIST 2 
EXPERIENCE . 

DELIVERABLE 
DUTIES 



r5_r!i . ewie * P 3 " °* ««* function, the contractors emnlovee wf H be nhmn mm «r 
s^Uficant train^ responsWCty. forwWch aha or he will provlde^y*?^ 
and overall design and maintenance. The oontnw*ortenSte»e ^^^S^^^S^ 

1} pr-nanJ^^^ 

prepares appropriate training catalogs, and media. 

^ k ^ Derives Information from Interview with protect staff, research notes and 

■3 
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UNCLASSIFIED 



S-LMAQM-00-D-0013 

SCHEDULE 



TRAINING SPECIALIST 3 
EXPERIENCE • 



DELIVERABLE 

relevant regulations (indocCna Stale Denain-^^ adherence to ail 

system startanls and ScolfArflo22^J^ ^^nents), and established Departmental 

DUTIES 



upon pen^ expertise In the flew being irain^^ 
^ ™plea 

^ Trains personnel by conducUno formal classroom courses, workshops, and 
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UNCLASSIFIED 



UNCLASSIFIED 



S-LMAQM-00-D-0013 

SCHEDULE 

seminars. ' 

Provides daity supervision and direction to other contractor staff. 
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UNCLASSIFIED 



UNCLASSIFIED 



S-LMAQM-OO-D-0013 

SCHEDULE 



DOCUMENT DECLASSIFICATION SPECIALIST 1 
EXPERIENCE 



Intomwlloii; M havg u extensive knmledge of the mission •n^mMMtaih2^2^?if!S^* 



DELIVERABLE 



K^^K^^^^l'r^ "P** 60 " *■» Office* Recram*. 



DUTIES 



1) .„,—J kmdu ? V 10 »ystematic declassification review, as set forth In E 12058 of classified 
^f^on contained In records that have been determined by tfiT^vSof'tfio 

2) Conduct such other related reviews of classified Information ordinate* with or 
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UNCLASSIFIED 



UNCLASSIFIED 



S-LMA.QM-OO-D-0013 

SCHEDULE 



ilE* fdeS and documenls as may be located in other federal records cent 

3) in,^.^.^ P^ f !f ,or^a, ^P 6 * 188 *nd «rve as the Initial source for the ctavetownent. 
dSont ^"^oation on c^ssmcauon policy on «ao^£»S 

4) , Coordinate wfth counterparts and other key U.S. Government officials in 
departments and agencies affected by classification and dSSTE,, ^ 
^JS* £ White House. Se l-boES^^ *** «*■ 
oSSSSE?' t^W .^ ^e ^ ra, ^enc^lheNaOo^^ ^ 

^ GenenU Administration (An^lv^XlrZCSS' 

Automated Working Group and the CongressJonal Library. ; " imera 0 enc V 

«»K^^^ e ^!Ji eV,ewand "^"y analyze cJassificatlon and deciassJfk«ion ooCctes of 

andobje^^ 6 ^ 6 "^ 0 ^ 

8) the Aoer^S^nSf fl < S I !2 fW, • JES? and tftesen **'™ of Information on the threat to 
^ uie Aoencys internal and external local area network. ■ 

reaul^e^fT^T^^ 05 ^ poB, *3 P^"^ oTrecuVes. plans, material 
^ ' Bf0 cyde management documents, basis-of-lssue Plans forthe adherence to 

SSont*^ ^ a0d ^^^^^^^ 
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UNCLASSIFIED 



UNCLASSIFIED 



S-LMAQM- 00-D-0013 

SCHEDULE 



DOCUMENT DECLASSIFICATION SPECIALIST 2 
EXPERIENCE 



oilier Federal egency es < Foreign Senfce officer. CM Sendee Officer erTeduXael^L^fL, 

structure of the Agency at fwadquarters s«i, ai^cabtelbroad Jwe^^3;aSj^f?T_ 
ffiar^th^^ 

computer literate, especially as relates to the generation, research end retrieval of electronic media. 



DELIVERABLE 



rc^s^fo^S^ 1 Hi !£S SE£^ * Contractin 0 OfTK^s Representative 
»«Ppon tor classification and dedasshlcaOon services Indudlna snaivsAs fin/fiime 

end recommendations on aB assioned rr^rs.^tor^^SwS SS^af atSLZ^ 

SSSftff «yaem sta«taids and jwJtoc^AXre^wmWt 
are determined by the COR and reports must be fa the format soed^db^o^M^^t 
repoite (Interfm aiid^O^ust be^ 

Executive Director, other officials, and other Individuals as directed by the COR. w " 5louwwreau 



DUTIES 



InformalS^*^ 

SataSEi^^ determined by tt»Ait*lvIst of the United 

SSSLm^SI^ -nd S?™? 8 Kmafbe ^ other federal records centers. 
Presidential Ubrartes, or currentiy In the custody of the other federal and state departments 
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UNCLASSIFIED 



UNCLASSIFIED 



S-LMAQM-00-D-0013 

SCHEDULE 



and agencies. 



3) . , oiv _^ vWa Professional expertise and serve as the initial source for the devefonnvwi 

** °« " policy on h, fl h.y seX^eZS 

4) . _ Coordinate with counterparts and other key U.S. Government officials in 

ft A ^f^°^ Q^P andKc^^S 

rth^r H^!S!L!i evtew . and classification and classification po8c$es of 

other declassificatJon units, assess their relevance to the Arjency ^Kt^enTinom^ 
mate recommendations/or adarfinn m» ^^^""„. !!?L T": wl,em appro P riate - 




B ;: o ;:^™ rT"J "« «eo« compliance and pro vide a comprehensive 

assessment to Include recommendations for changes in existing opertZmonx**™ «r 
additional poiky direct 
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UNCLASSIFIED 



UNCLASSIFIED 



S-LMAQM-00-D-0013 

SCHEDULE 



DOCUMENT DECLASSIFICATION SPECIALIST 3 
EXPERIENCE 



-ear*, of <S^SS^^^^SSS? 1T2 SL"*" 



DELIVERABLE 



DUTIES 



www permanent historic* value In eocomanc* wfifa chapter 33 of title 44. United 

2) «ntalned!!^^ 

t* reaoenuai libraries, or currently In the custody of the other federal and state departments 
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UNCLASSIFIED 
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SCHEDULE 



3) 
4) 



and agencies. 



8) 
8) 



documents. cwssincauon policy on WflWy sensHJve government 

. ^^^^^^^^l U ± *""™™« officials to 

Department of State, the Cct^U^^^^l^^ Oversight Office, the 
Department of Defense. thtJSwS^^ the 
Automated Woridng Group ^1^^^^°° ^£kJ ^ 

M make recommeodatJons fc<«(JapUnoX3ct B ^ ^^^ and, where appropriate. 
5 ) . Conduct speeffk^ (Sd re^^S^^ f0f 

cost effectiveness. ^eSS^^^^^^^' 0 evaluate efficacy. 

assessment to indude reconv^ 

and objectives. 



Section c 



UNCLASSIFIED 
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UNCLASSIFIED 



S-LMAQM-OO-D-0013 

SCHEDULE 



n nMnJl^'-?*^™' v**"** ™}<* component surveys of specific missions 
P«>9fBms w syston^ Jssues lo Identify required levels of effort and i^of cSSLon 

6) ^^ aCtlVeneSS " P 0 ^ management operations. uweineeoonom * 
exnert ^S^S^Sf" ° f 0,0 US - ^P**™** estate with ofcjeclive Independent 

10) Conducts research, using Wervlevvs, expert pereon^obsen/atJons. and donmw 

. improvement In the management ofevafuated units and programs. W 



72 

Seotion C 



UNCLASSIFIED 



UNCLASSIFIED 



S-WAQM-OO-D-0013 

SCHEDULE 



EXPERT AD VISOR 1 
EXPERIENCE 



™?^^f!? 0ye6 ^ve at least ten years of work experience and J* an •dowwfedmwi 
expert In one or more areas oeimane to U.S. foreion affaire operations 7f afom^S^*2EL 
personal tfade level of aenior foreign seMce, se^.exSvS^vto or eSvS a 



under consideration. 
DELIVERABLE 



assumed matters within the lime frames specnled by the bureau dtector or c^^™n*£^ 
DUTIES 

Perfofms as an expert advisor tea UA Departi^ 

asagnrnent may include the operations of an overseas mission, a thematic foreton affairs function or Wv» 

X^SSfS'!!?^ •"«l^i*l**«^l»*M«i expert 
inoSe: OuJdance in planning €uvi cc«luct of the review. Specific dutkw 

1) areas. Assis( * 10 deveto f^0 «• P**" of action for addressing the review of aB assigned 
* solutlons C as 1 SSes^^ 

3) Provides overall analyses on the competence, valldfty, ffitdftus and 
recotnnKttdatlon* of the report, «w 

4) the report™^ " MrrBUVe °" ^ coodftlons - crttena. causes and effects for inclusion in 
Q Participates as a qualified expert In the review of a specific fwdlon oraroup of 
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UNCLASSIFIED 



UNCLASSIFIED 



S-LMAQM-OO-D-0013 

SCHEDULE 



EXPERT ADVISOR 2 
EXPERIENCE 



The contractor employee wW have at least ten yeare of work experience and be an .^v^ 
expert kj one or more areas Qermane to U.S. foreign aff^S t^mJ^^^^ 
pe^^tev^ofFCM)l,GS-15. orequrvaleVcr^^ 
company scnlc*.cad^ In a fin^^n^^ 



DELIVERABLE 



Oepartn^ 

^mm^wS^ft T. . res P° nsl W« for prwfcfino oral briefings on the analyses, flndinos and 



DUTIES 



Performs as an expert advisor to a U.S. Department of State management official responsible 
^pre analysis, advice and recommendations on one oZ^SS 
f^^S f ^flnment may include the operations of an overseas m^TteSc' 
25" i52S Sf 1 ? 00 ; r <* a domestic bureau of the uToepLSof 

contractor's employee wtD be expected to act as an expert In the asstonad Jiaid ami will 
P~vide guidance in plan^ «■ 

1} fifeas Assists In developing a plan of action for addressing the review of an assigned 

^ soIutJons ( a^^es?ed^ ^ 0a ^° re klfonna,ion to ^ P™** 5 ™ ™* 

3) Provides overall analyses on the competence, validity, flndinos and 

«x»nvnendatlons of the report wwwgs ana 

4> the repoIT^ * """"^ °" COftdfUons * ottteria, causes and effects for Inclusion In 
9 0 |fkialsi AS ^^^ tapre *^ 
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UNCLASSIFIED 



UNCLASSIFIED 



S-LNAQM-OO-D-0013 

SCHEDULE 



• a*™* ^i^S^^r^? 615 * 0,6 U ' S - De P art ™»* <* State v*h objective Indepwdent 
e^ert awcssmems of polky passes, resource needs and uses, rta^f^h^^tootoT 

accurately and effectively represented. * 
10} ^ rese * rch ' Wwviews. expert personal observations, and document 

^ lavement ki the irauug^^ ^ w 
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UNCLASSIFIED 
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SCHEDULE 



EXPERT ADVISOR 3 
EXPERIENCE 

T^cojtractof's employee wilt have at least four yeare of wwk experience and be an adcnowfado^ 
expert in one or more areas oermane to U.S. foreton affaire opemtkm* i J^?^i^5S!l 
pe^ emde level of RMJ2. GS-U, or equivalent. rhKM?eSie S^^tT^' 
academic employee In . firm spedaflzlnj In ^n^eY& con^X^ ' 

DELIVERABLE 

Responsible for providing, within the time frames specified byJIwimJect leader ***** ~rm* 
fitting analyses, findings, and re^nm^ndatJonTon all aS^SSSlSl at - 
minimum, all relevant conditions, cause, criteria and effect tfn^^e^ 

recommends to ambassador, embassy^ bc^S^^r M^S^ 
DUTIES . 

Performs as an expert advisor to a U.8. Department o( State review team orasasolonifonw 
iWPW^te tor providing analysts. «Moe M^^^m^^Z^^^T^ 

••!. » ^™ operations of a domestic bureau of the U.S. Department of State USlA.ACDAar 

,} areas. A ^ ta ^ e ^ flpto *«^^ 
59 aolutlcJSJlS^ 

3) Provides overall analyses on the competence, validity, findinos and 
reconvnendattons of the report «™«gs 

4) the report"^ 
6) 



officiate. 



Assists the team in presenting the report findinos to embassy, bureau end other 
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Section C 



UNCLASSIFIED 



UNCLASSIFIED 



S-LMAQM-00-D-0013 

SCHEDULE 



^ — BanS " *V al)izas conducts rna/or component surveys of specific missions 
proorar^ or systemic Issues to identify required levels of effcrt^nd aWo" SSStJon 

efficiency, and effectiveness of policy and rnanaoement operations. 
*v~rt .SlST.?* 7 ia ^ oers trf ttw US > Department of State ^ dependent 
«*«t«sesanents of policy processes, resource needs and uses, sta^rM^SStonT 
and whether interests of the United States and the U.S. Department of Statearebe^^' 
accurately and effectivery represented. u«f«nxrw™ or «ae are being 

10 > research, ustoolrterv^ 

reviews, to deveioparKl support flndir^ ana oocurnent 

11) Provides rrwriaae^nert consultation and ex^ advice to counselors of embassies 
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UNCLASSIFIED 



UNCLASSIFIED 



S-LMAQM-00-D-0013 

SCHEDULE 



INTELLIGENCE ANALYST 1 
EXPERIENCE 



The contractor's employee will have at least ten years of total work exoertenca kvi.^inn ^ 

DELIVERABLE 

Responsible to providing, within the ttnrw frames apecffied by the orolactia^ 
provfcflnfl analyses, findings, and "commenda^^ 

SSS^ ^^S^^orprojecfleader. FU^^^^^S^T 
coi^^ cause^eria and effect of matter re viewed. Report inust b^Bw fomttTSe^T^ 
project leader, consistent wftli established bureau pnxeduresand an fitevert orofSo^X^c am 
Plans ^and reports (interim and linal) must be accep^to^^ je <Se7 ffiSST" 

c^^^^^^^^^J^ by °" ***** »■■«* and «"er review of the 
owroaaea wont oy appropriate U.S. Department of State officials, the contractor** muIawm tun a i«^ k* 
resrxwslWe for providing oral briefuxSoTthe analyses, tS^ISfiS 
arrUjassadors, embassy and bureau officials, and torther IfKfivkSsT ^f^waoons to 

DUTIES 

^HHZT 3 *L 8 member °* Well| 3 B nce analyst for one or more major areas of intetfioence 

J??"!? * I" 1 nHsstoo or domestic bureau of the US. Departrr^of^e U^A^ or 

the Broadcasts Board of Governors. As pari of this review, the oZ^SZ^Z' 
speclfio areas of analysis, for which she or he wHI have primary iSoSS^pSr^lrSS: 

1) Do vetops a plan of action for addressing the review of all asstaned areas, 

probj^n^*^'^ * Bd 0a ° WS Wwmafion ** i*ecesaae/toiaiscoyer arid identify 

3) „ Spares a rer^rtori the corKlillons.c^^ 

report. 

4) the pmfritS^ rePOrt f,ndin fl s to6mb8SS y. other officials, as directed by 
9 o.- Pte ^' organizes and conducts special intelligence reviews of U.S, Department of 

6) n[V « ^^^^f rev !f w * as - Department of State Ueffigence c«>ro3naUon 
and prepares the required report for the PresWenrshJteillgenoe Advisory Board. 

7) Conducts tho Intelligence review of a specific function or group of functions, 
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Section C 



UNCLASSIFIED 



UNCLASSIFIED 



S-LMAQW-00-D-0013 



r 



SCHEDULE 



jr^rtog licence coverage, cooaflrwOon. and acfMues. at a foreign mission or domestic 

8) r ^~J H * nS '!y iar } lz ? s condu < :ts "»«Jor component swveys of specific missions 

- to Identify required teveis of effort SSS conc^tion 

9) „ , PteftS - «B«Uas and conducts elements of the review to evalSJteiSZ™!^* 
1m eff^en^and effectiveness of InteTOflence poficy end o*Sons *° • COnom * 
to) Provides top managers of the U.S. Department of State with objective Indeoe/vWw 

assessments of poBcypmce^. re 

12> Provides management consuHaUon and informal advice to counselors of embassies 

13) ■ *??* K * S ctear 81x1 suocto^ written findings (describing conditions, criteria, causes 
and effects) and recommendations upon completion of revJawC ****** CTOeoa - cauSQS 



Section C 

UNCLASSIFIED 
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UNCLASSIFIED 



S-IMAQM-00-D-0013 

SCHEDULE 



INTELLIGENCE ANALYST 2 

EXPERIENCE 

The contractor's 
at least one 



M^^^l^, 0 ^^ Former Jnteincence officer at a ir^lunvslzedTXem^ 
««h rank of Program Officer, or Inspector/auditor of overseas intelligence operation^ t fw^F^S^i 



DELIVERABLE 

«««Wered complete unfit aO verifying documentation has been^d^wd to to 
the project leader to acceptable condition. If so directed by the proJeStotfer Zi^S^B^7Z! 

response for provide oral briefings on the analyses, wittm findings and recommendatSis to 
ambassadors, embassy and bureau officials, and to^lodivMuab/ 

OUTIES . 

Performs as a member of and intelligence analyst for one or more major areas of intetOnence ooerations 
of an overseas mission or domestic bureau of the U.6,0eDartinerU ^ 

SSslft^or^^ 

areas of analysis, for which she or he will have primary responsibility. Specific duties include: 
1) Develops a plan of action for addressing the review of ail assigned areas. 

3 * — , Prepares a report on the conditions, criteria/causes and effects for kidusion in the 
report. 

4) the projertteaaer 1116 tb emb8S ^' burMU ^ <^ officials, as directed by 

. f y^JH Qwizes coniiuc ^ «PecW Wefflgence reviews of LU3. Oepartment of 

t .... 018 Intefljgence review of a specific function or group of functions. 

Involving Intelligence coverage, coordination, and activities, at a foreign mission or domestic . 
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UNCLASSIFIED 



UNCLASSIFIED 
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SCHEDUIiE ' 

bureau. . 

8) Plans, organizes and conS«2^ , ^ ^ o1 concentration. 



SftOtiOQ C 



UNCLASSIFIED 



UNCLASSIFIED 



S-LMAQM-OO-D-0013 , 

SCHEDULE 



INTELLIGENCE ANALYST 3 
EXPERIENCE 



The contractor* employee wttl have at least four vears of loui «™*h^~, 

at least one of the following capacities: fZT^m^^^^^^T^ f 

embassy, bureau InteHlaence officer inf^iiior^JT^/i.-. » , , wer * * meawn-sfeed or larger 

DELIVERABLE 

Responsible ^|^jno>*«^ 

^^^(WerimandfinaO must ^$2^^ 

the project leader In acceptable conditio*, if *, c&ooted W^DfoJed^S ^SSiSSSS^ 
DUTIES 

Performs as a member of and Intelligence analyst for one or more major areas or MaAtaena. ^r^w^ 
of« ove^inlsslon or oomesUc bureau of the US. DepXS^n^^SC 

«rw»oTaMiysfs,r«-%vnlohsl»orn^ 
pmblenislE^^ 

3) ^ a report on the conditions, criteria, causes and effects for Inclusion In the 

4) -«„ H"* 3 ?"** re P° rt «ndInos to embassy, bureau and other officials, as authorized 
after revtew by appropriate U.S. Department of State officials, wtnonzed 

V p ^ow«nlzesandco«dticts*pe^ 

Department of State and of chiefs of rnlssJcfl^dS^ 

directives a^wtth^ . 
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UNCLASSIFIED 



S^UCiQM-OO-D-0013 

SCHEDULE 



7) Conducts the annual review of U.S. Department of State krteHigence coordination 
and prepares the required reporting to the President's Intelligence Advtewy Board forrevL 
by appropriate U.S. Dcpartmentof Stale officials. ^ f °°* nw revtew 

8) Pre P are s^ta«ed work plans to Identify the scope, objectives and metbodoiootes of 
InteUioenoe oversiflht reviews and to serve as « ttue^fo^edfic ecUo^tobe^eT 

8) • Gathers data and conducts Wervtews with U.S. Department of State offwiab 
^eooe community officers, and other foreign affaire^** offK^oS develoo 
^S^SSHT "* reCOnVn0nd to examined duTing the coursToTan ^ 

10) _ bowlines policy formulation and Implementation, utilization of resources control 
systems, and other major concerns as assigned by project leader. re5 ° urces ' 
' a E t Va,U f t ^ ^onal and Individual perfoonance In InteiUgence oversight activities 
under review, including involvement of other U.S. Government agencies andby uSna 
_ expert personal observation, documents review, and interview techniques. 

^^?^fl!!^^ ae^managere and other personnel regarding 

Jmprovement In the managements 

project leader apprised on IntotHoofwoversigtt matters. ™«."»wwp™ 

including discussion of the most important problems and issues surfaced and 
recommendations for Improvement 
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UNCLASSIFIED 



UNCLASSIFIED 
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SCHEDULE 



INVESTIGATIONS ASSISTANT 3 
EXPERIENCE 



foreton .ffto agencies or functions. If . tanTF^jSeSSl h . lm <* ai »«N> MUvetosiolevwl to 
«M3. v W conv« M . orn^^^^'^^^^ofRMJ. 

DEUVERA81£ 

and regulations* AO plans and reo<vts^firim^7^ Internal prooadums find applicable statutes 
report m be cofisWered<5m^^ • coe <** te to the i^SjS^tS 

^Pted for submission ^^^^0X3^^^^^^ *"^«nd SeSSeS 

be responsible forprovkSno oral b^^ s< ^a^^^SX h ° coatoctofs employee uOljiso 
fimbassadon^ embassy and bunwu oZa? aSto^ 

Dimes ' 

specific areas o( review. *r3^ 




^ preaemSSS^^ 

j app-lx^^pSm^e^^ ^^^omals. as aufccrt^ 



5) 



■"^"■"w « owe omcjais. * 

the Government, bribe™ conlUct of3ir^35 ^ fl ' Usc f*"* «* *wd •oama 
funds, eorTve^^^S P^ertf^nK^'SL?^ ooBu ^ 
COv ^ rtn ° fraudu,ent *cfvftle$), and detennlnes (he t>ff**t* 



*»f 'S""***. «w omef Federal 

agency. M ^ dttVB ^^*l^^^9pti0aM9l9m 
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UNCLASSIFIED 
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SCHEDULE 



^ tJ^f^J" 0,0 P tennIft 0. oraanWng and performance of complex criminal or 
a^s^tlve tajvesogauons on, or which afTecuentor career mS^^^L^ 

> W e» 

' * F * dtital ? s ^ detection. Identification and prosecution of persons who violated nt 
who are attempting to violate the law or regutotion '«Pw«onswno. violated or 

12) F«<er»t ^X^S^^ seosWv * and prosecutorial activities with 

Federal, rtate and local agencies when in the company of a Federal officer 

pmcJ^ 68 ^ ^ * lta " n ° s t0 * * <*■*«■. admKtlve or dv« 

14) Testifies to Investigative findings, as necessary, and assist authorities In the 
devetopment and execution of judicial and/or admSuve ptenT aWn0nUeS " ^ 
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PROGRAM AND MANAGEMENT ANALYST 1 
EXPERIENCE 



^ lf ^Pf clor of °y erseas embass y operations; or vfi) Senior ^gmm or n^emoV^S^n 
foreign .affairs expertise. If a former Federal employe*, i personal^ leve^G^ tS^T^ 
equivalent, or comparable or higher level in tneprtvate c^ade^seSor ' ' * 

DELIVERABLE 

C^3. written reports providing aruuy^ 

areas of e mphasis as determined by ^^u^^^^l^tS^^ 
tadud* at a minimum. aS relevant conditions, criteria, causes and effeSsTinatb^^ 

I? ~ * 5JS S£? ,* peC,fied * 11,6 tead <* ** «>r«Wenf^£Za^a^ptedt; *e 
bureau and Identified In the skills moments. All plans and reports (interimand^naO^ to 
acceptable to the project leader. The report wffl be considered com^^TveSr 
^mentation has been attached and t£mate^^ 

eondUoa If so directed by the project leader, and alter review of^^c^^tJ^So^e U s 
Department of-State officials, the contractor* employee will also be rSponsWe foSo^ral 
briefings onine analyses, written findings and recSnVnert^^ 

officials, and to other Individuals. . -»u*»**M9. omoassy ana oureau 

• * 

DUTIES 

Performs as a senior prooram and management analyst for one or more major areas of a bureau revtew 
or embassy review of the operations of an overseas mission, a thematic f cXn^^fur^ cTe 
domestic bureau of the U.S. Department of State. l)S*?rtbw^ 

As part of this review, the contractors employee wUlbej ^vm^^^^^^S^^ 
he will nave primary responsibly, specific duties Include: 5p " anc * reas "«naiysis lor she or 



Develops a plan of action for addressing the revtew of ail assigned areas. 

Conducts Into/vWc an H n0 ih«. i~*~-J1m-_- _ " ~ /T^i! mo **- . 



* F<oUemS s^oiloa^ M 01 *^"™^*^* Certify 

the review 58 ^ * preparation of duties and «»fe«n^f«- other anai^ 

Prepares a report on the conditions, criteria, causes and effects on her or bis 
assigned areas for Inclusion In the bureau report. ^ 

oweroffiats^ 

Prepares the parts of the report covering her or his assigned areas In final form for 
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publication. 

7) Schedules the performance of reviews related to the manaoBmenf wwi ramc „^ 

fl) ftmHlnn ^ U ^ P? 3 "*!* management review of a specific function or group of 

ti^S^' 10 ^ aflendes ' P°fi<VPtennJno. political and ecoJSSc 
reporting acjnWstratJon, er consular activities) at a foreign mission wdoin^cSwa U 
,Q > Ptens « ««B«ntos and conducts majorcxwponertt surveys of specfflc mlsstonV^" 

11) ^J^S*!^ ™ d eonduc!s ete<rtents ^ Ihereviewto evaluate tL^^' 
efficiency, and effectiveness of policy and management operations. 

iwserj^^ standards Inthe conduct and 

Inquiries relating to (he matter under review. . ^»™»™«Btate 

14) ProvktesHaisoneffodsto 

15) Estabfisr^arrf maintains relatlonsh^ Individuals within the U S 
DepartrnentofSWeeiKfwHh outside groups/ U-5 ' 

16) Providesiop managers of the U.S. Department of State with elective independent 

ZSE^^^^""** ***** ^«PPraP^e,po^pfoceSeI^ 

*• 1X656006 effertiveness of WernaTconhSs^^ 

^revlews^*^^ 

ofl^ecto^jjd ciher senior officers In the U*. Department 0/22^2^^' 
Wnprovement In tr« management of evah^ • 

Provides, when requested, critical input fn the deveiojanentand wittno of 
management evaluations on ptlndpal office^ the h 
??( Jf^^^l^omwn^nndV 

^crftfld. ZZSZlZZZSt *2* 1 * <^ (describing, at a irUr^,^3ons, 
criteria, ?™^J^)™i recommendations upon completion of reviews. 

^ceported^^ 



18) 
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PROGRAM AND MANAGEMENT ANALYST 2 
EXPERIENCE 




. .1 • ■ ■ 



DELIVERABLE 



Res^nstote for provkfioo, wflnln the time frames specified by the Contract!™ Office r„,v™.„^ 
CCOR), written reports providing analyses, fin<flnaT <u^™2^^ 

indudlnfl areas of emphasis ^^^b^^^u^^^^^J^^ maHws « 
DUTIES 

1\ Develops B plan of actioafor addressing the review erf aifassfcmed areas. 

3> as^ned^Ta?^ 

^ puWic a tl^ ePareS 0,0 ^ of ^ re P°« ^ w h)s earned area In final form for 
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„ ' „ s ^?««P ro Oram and management analyst, eltherlrKflvlduarjyoraspartofa 
?J*T?." t i t l e * m - Undefth0 O**"™* P~J«* lacier, analyzes andev"Ses 
specific functions or a group of functions (Le, review of non-State agencies, policy oLrinn 

„ *«^hypotnesesandi»a)mmendkw 

8 > P *J»™ detailed work plans to Identify the scope. executes, a^SSeTJf 

«vie**a^toserveasal*epn7*f* 
») Examines poflcy fomiuJaUon and ImpVemorUation, uUfirat^ of resources internal 

co*rolsystems.£c^m^ ^ 

'eresenta^ttle"!^^ 
11> invnivJ^^hf?^^ perfomiance In activities under review, including 

wSl|£ ^ B0C ^' ^ PefS ° nal 0bseivatk)n - doa «^"» revtowarvd 

aniwven^lnthemaiiage^ 
««^ne^ofpc^ 

"'offic^f^^ 

15) on/i <^ ^ sufcJoct mitten findings (describing conditions, criteria, causes 

and effects) ana recommendations upon completion of reviews 

,6) ^SS5MKftS3&^ 
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PROGRAM AND MANAGEMENT ANALYST 3 
EXPERIENCE 



comparable or Matter level in Hm «, «*~«— i ... ' ^ u,¥ " wm ' °* 



comparable or higher level In the private or academic sector. 
DELIVERABLE 



RKponsiWeforprovrWlna, wfthln the time frames specified by the project leader in charae of the review 

be In the format specified by the project leader and consistent with appropriate U 6 Dwarinent^Se 

i^^S^ "SSf? ^ <Werim and finaO^Sbe^aSeC^ 
leader. The report wfo not be considered complete and all vedfyino dOcume^aOan^hJ^Ji^Zi 

leader, and after review of the contracted work by appropriate U a Depanmefrt of of^ffi teL 

contractor's employee win also be responsible fo7p3^ 

findmgs and recommendations to ambassadors, embassy and bureau^daTar^ 



DUTIES 



* ar L anaJ) ? f0fa US - Oepartment of State review of one or more major functions or missions 
ofovereeas posts or*>mesttebuneau(s) of the U.S Department of State, USIA; AGDA^ortte 

^fS^ltiTT^J^ of ^contreotort^ye^ 

specific areas of analysis, for which she or he will have responsibility of revleW Specific xM^dude: 

1) Develops apian of action for ad<lressinatbereviewof ail assigned aroas. 

3> ne^S™-*"? a , n ^ n ^ 9 °" 100 conoWoiis. cfttoftei causes and effects oh her or his 
assigned areas for inclusion in the report. 

4> other officST* ^ ***** nfKlInaS 00 her ^ ^ * ss< fl ned 10 embassy, bureau and 

9 publication*^ 0f ^ report 00 her or Ws assigned areas in final form or 

6) Analyzes complex or sensitive programs, opereltons orspeclaJ praieots. 

7) Pians and independently conducts the rovteV 
6) Provides technical guidance. 

9> »cS^S^?^ p,aflS ' l! 00 **' techn ^ ues approaches, schedules, iurierartes. 
woric assignments and steps, and ©omposllJtm of reports. 

^r,u^^^!f^f^ Kviews w^rt^P^ Prepared by team members for 
compUance with departmental policies and procedures and with established Departmental 
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and professional standards. 

35 Prepares reports that contain rooommendatlons for effective problem resolution. 
13) Gathers, analyzes and synthesizes data defWna and exotortno s^fi^rnm^mc 



15) Reviews internal controls. 
16) 



^ M "S^J???^ '•'aflonshlps when representing the bureau or embassy 
and neootiatino with the U.S. Department of State/USIAtt<W»G roTnZmeniat 
different levels for acceptance of findings and resolution of conflicts. 
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PROGRAM AND MANAGEMENT ANALYST 4 
EXPERIENCE 

The contractor's employee win have at least three years of total work experience faidudtna u, 
atteast one of the following capacities: Fc>rnw management b^T^t^Sl^^ 
speclal^auaTtv or Inspector, with experience In retfewir«7orei^ Ha 

KvT^^ 
DELIVERABLE 

ResponslbteforprovWina.vvf^ 

written repcrtsprevidlng analyses. findings, and re^er^^^S maKK^ 
^"Sl^ cause, criteria and effect ofmatter ZeZ. rSS^S 

^?l?I mat . Sped,ied ** 0)6 teade r consistent with appropriate U.Zteprtn^&Te 

SS^SS^S"^^ COmpfcte flfter *" ^"mentahonhas^ attocHand 

the i material submitted to the project leader in acceptable condition, if so directed by the project leader 

!!^!? W ^ 0f £ e appropriate U.S. Department or^oS P J^coSr^^ s 

ernptoye^^ be. responsible for provkflno oral briefings on the analyses, written findWand^ 
recommendations to embassy and/or bureau officials, and to other individuals. 

DUTIES 

Performsas an analyst for a US. Department of State review of one or ftiwe functions of overseas posts 
SSSSZSSSt .2^' of Sue. USXA, ACDA, or the Broad^B^^^ 

S^^^-^k ™* re !^JL C ^ traCtort empto * e ^ 0<ven specific areas of analysis, for 
which she or he will have responsibility of review. Specific duties Include; 

1) Develops a plan of. action for addressing the review of as assigned areas: 

2} Conducts Interviews and gathers information as necessary to discover and 

identify problems and solutions. 

3) Prepares a narrative on the conditions, criteria, causes and effects on her or his 
assigned areas for inclusion In the report. 

4) Presents the report findings on her or his assigned areas to embassy. bureau 
and other officials. #t 

9 fc *^P»^topartscfthen3portonh*^ 
publication. 

6) Analyzes significant or sensitive programs, operations or special projects, 

bureau ,ndependenUy oon(,ucts *• rev * ew under guidelines provided by the 

8) Provides technical guidance. 

9) . „ JJ 5Ve, °'? n H?Hi plans ' saope ' technk l ue s and approaches, schedules, itineraries, 
work assignments and steps, and composition of reports. 
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10) w«h *J™!^ r Z 0f1 f ipe ? for """f* 1 ™* ^ tepartmental pofWes and rxocedures and 
_ ^established Departmental and professional standards ^wxwres and 

JS ^^rep^ that contain recommend^ 

13) Gather, analyzes and synthesizes data defining and exploring sJaWartDraS™ 
a^^polertW solutions using effective dattinalys^^ 
conclusions and make recommendations. 

U) ^.ki Rout i ne,y 1x106 *■ P 0 *** leader on progress of assfcnments. hkjhlkjhtina cotentbi 

IS) Reviews internal controls. 

(uift ii^'^r^?^ effective client relationships when representing an office and negotiation 
**h the U.S. Department of StateAJSlA/ACOA/BBG officials at different Te^for^^ 
acceptance of taxflnos and resc^ 
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SENIOR CONSULTANT 
EXPERIENCE 



The contractor's employee will have at least fifteen years of total work exDertanot ^h». „ 

SS?' reC °° nl2ed 88 **** ** «weptlonal background In prot^sol^mai^Ut^ 
technical areas germane to the foreign affairs of iheUnited StatesT. I S^p-hSSK^.^ 

fln*e level of Senior Fr^s^ 
or higher level In the private or academtesector^^^^^ Service, or equivalent, or comparable 



DELIVERABLE 



Responsible for providing, within the time frames specified by the bureau assistant secrete nr 
executive director, written reports providing analyzeTfb^ 
ma^Rjdings wm Include, at a fflWi*^ 

Sn^2S > ?S^ be Si*' »V ^ bureauXS^Cort^cSf 

We ^ ' oral 0n 0,6 and recommendations to 

DITTIES 

S^i^c^^^J^^ Oncl«flng as a sole performer) h one or more major 
f unctional areas of an overseas mission or a domestic bureau of IheU.S Deoartment of State USIA 
AOM, crthe Broadcast!^ 

1) S 6 !? 0 ? fP fa/ ! of ac0on for dressing the review of aO assigned areas. 

rjrobferns^ sc^uijc^ 6 ^ "* ° aUlBrS lnf0mWtion 88 necQ «ary to discover and Identify 
3> report Prepares fl report on t" e conditions, criteria, causes and effects for Inclusion m a 

2 J?!ff report ^"Os t° embassy, bureau and other officials. 

J^Py 0 ^, revlew of w P" 5 ^ 655 ex P«t guklanoe to the U.S. Department of state 
on a specific function or group of functions (I.e.. review of non-state «gencS*Sr 

dtSST 0 " """k^ <teanrt0$ oaUona ' enflUos) *• f ^S^«- 

6) Plans, organizes and conducts major component surveys of specific missions, 
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programs or systemic Issues lo Identify required levels of effort and areas of concentration 

* .^""S md COnductS i**™" 1 * of ^ ravtew to evaluate L^cWy 

effrierwy, and effectiveness of policy and management operations ^^ y ' 

8) Provides lop managers of the U.S. Department of State with objective Indenflrvw 

assessments of policy rxorasses, resource needs and uses, the r^rSe^ eSe^S 
tflr^oMtrob, arrfwf^ Interests of the Unfted^eslrK^s^SeToT 
State are being accurately and effectively represented. "apartment of 

1<D Provides mtiMOwmirt eonsuOMkinand mrofmal edvlce to counselors of embassfes 
ofoce directors, uo other owlorofBce.sk, the U.S. Deparunert ofstoteraSr ' 
f« ^"'^^J^ffi'^'f'SfS n«iwoem«it oTwtfualed mils «id proflmms. 
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SENIOR FOREIGN AFFAIRS ADVISOR 
EXPERIENCE 



The contactor* employee wfll have at least twelve years of total work experience and either be a fomw 

SLSSTE iL"" ^ reeas .! mbassy domestlc bureau or an InalvWualZ^^ wS£ 
acaderola. In every Instance the contractor employee will have an exceptional bacCund 

Zf^r^T' £ decisions at the highest ^e^^SS^B^ 

germane to the foreign affairs of the (Med States. If a former Federal employee a oeS^crad^Li 

Sacadtte^ 



DELIVERABLE 



Responsible for providing. wKhin the time frames specified by the bureau director Under Saaetarv 
Deputy Secretary or Secretary of State, written reports providing analyses, fUxKnok and 
n^rrwr^atlc^onaJi assigned matters. Findings wCtl Include, at a rSunTan^evant conditions 
SEStfS ^S!?* ^*«viewed . Report must be to the format spechTe^byme Sreau^' 
SS^LS^^^JSSSy- Dptity Secretary or Secretaxy of iState. or Contf^S Offfcerts 
Representative fCOR^, and consistent with Departmental policy and established professional standards 

ti&JSlT*?*" and fina <> mus( »* acceptable bureau dS.KsS^ 

or Secretary of State. The report win not be considered complete untilaMvSSo 
documenteton has been attached and the material submitted to the project leader in acceptable 
condition. The contractor's employee will also be responsible for providing oral briefings w ithe analyses 

^^!^!^^!^^. t !t a ^ bassa ^P rs - embassy and bureau officials, other officials, and to ' 
other individuals as directed by the bureau director. Under Secretary. Deputy Secretary or Secretary of 
s*aie« or cor. 



DUTIES 



^^^Vr^^^J^'^ ? , a 80,6 Conner)*) the highest levels of senior management of 
M^SlltS?*' i dmJni f fltIon0r Agency, into one or more rnaJoTfunctlonal 

areas of an overseas mission or a domestic bureau of the U.S. Der>artment of state. USIA. ACDA. or the 
BroaAastlng Board of Governors. As part of this review, the contractor* employee win be given areas of 
significant special analysis, for which she or ho will provide expert review andldvlcTsp^^ 
include; 



1) Develops b plan of action for addressing the review of all assigned areas, 

2) Conducts Interviews and gathers information as necessary to discover and identify 
problems and solutions. ~<*««y 

3) Prepares a report on the conditions, criteria, causes and effects for Inclusion In a 
report 

4) Presents the report findings to embassy, bureau and other officials. 

9 Conducts the review of a specific function or group of functions (Ia, review of 

ZZt^JS^'J^ ? annJn °' P 0 ™ 081 e™ 3 eocflomto reporting, admlnlstretlon. or 
consular activities) at a foreign mission or domestio bureau. 
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6) Plans; organizes and conducts major component surveys of specific missions 

prognms or systefnic Issues to identify required levels of effortand areas of SLon 

V mmf . o J"** conducts elements of the review to evaluate the economy 

effWency^ effectiveness of policy and manaoement operations. «**«ny. 

») Conducts research, using Interviews, expert personal observations, and document 

reviews, to develop and support findings. «ons. ww document 

10) Provides management consultation and Informal advice to counselors of embassies 
office director* a^ other senior ofT^ In Ihe US. Departs 

Iniprwement In *• inarapefiMmtof evaJuatedijnttsandproorams. 

11) ^rJf^^i^ 1 * dwelopment and writing of evaluation reports on 
principal officers of the bureau or post 

13 Produces dear and succinct wnttenfiwSngs(descn^c«i^^ causes 
and effects) and recommendations upon completion of reviews! * 080505 

«n«t^i^!^ a "?f 0nS * * "» P««^«y ^viewed and 

reported throUflfi channels for proper adjudication. 
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SENIOR MANAGEMENT ASSISTANT 7 
EXPERIENCE 



The contractor's employee win be a former administrative specialist, executive secrete™ nr^iv 

expertise In one or more areas germane to the forekjn affairs community if a fM^rF«d«« 
-pe^ grade level of FO«5, GS*9, equivalent. c<cSSS^neS SSSSST 



academic sector. 
DELIVERABLE 



Respooslbtofor provkflng, within the time frames specified by theContractlna Officers Rearesenfetiwi 

H^SS^ A f U0ns to**" wfli reflect, at a minimum, krnwrfedge of atSaXrSSeto 
f''^^^ reouiations, and the Fore^n Affairs Manual. Actions to be pel^m^ ara^Smioed bv 
^COf^arrf products rruist 

aTo^^^rby^T ^ ^ to ^ ^ 
DUTIES 

Department of state. The contractor's empfoyee will be given areas for which she or he will orovide 
various support duties to resolution. Specific duties include: 

1) D T to ^ 1 a P<an * acUon - for «Jdressing the review of ail assigned areas and 

resolution of problem areas. 

3) Prepares an analysis as directed. 

<) Presents the report and findings to officials. 

§ J B *^ COfrec *' ve sctlons as directed by the COR or team leader. 

6) . a „ ™^'**^<^^ 

_ oweau, mission, or office management, international operaUons or events. 

^ ^.u «^ ns; . wcanfees oo^"^. or assists in conducting, underthe ovenail ouWanoe 

1^^^^^^^ ^'^SSLat fanctlona<J5! e3 
• planning, logistics. inventories, voucher exarmwu^ 

m ^.°^^ fTS 8 " 1 ! co ?! ro l« nd ""to* execution) crttioal to the overaH management 
support of the U.S. Department of state. 

8) f . n^rfS. 0 ? 81 ? 2 ^ "? co ? ducts ' "assists in conducting, underthe overall guidance 
n^^mUT te8der(0f "mora executive secretarial functions 

A- 8 - H*"* Itineraries, arrangement of transport for groups or objects, maintenance of 
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^S^^^^^P "* P"^ 0 ". ■*» and communication, cbonfinatJon 
«^ appohrtnients.^pai«ion of talking points, action logo and databases) S«3^Se^ 
overaJJ management support of the U.S. Department of State. ' 10 

} tomaSfiZ ^T^^ n ° Mi ° nS ^ cotr ^^ **od to 

10) ,^Sl!?f , U - S - ^Partrtient of State authorizing offices, gathers ali InfomwtJon 
noeded to bring to resolution any outstanding Issues. «nomwuon 

11) Enters data Into appropriate managBment tracking systems. 

vv,i«,i^flS!!^ eva,U f es • nd performs «P edfic ft^Uons or a group of functions (ex, 
. *t^JW£™tom or eventsJ wfiWn the bureau wmlSSn. ( . 

13> Gathere data and conducts Wo/views in outer to develop woridna hypotheses and 

recommend Issues to be examined during the conduct of the acUv 5y ^ 
14) Produces demand succinct widen findings orrecords, aJono with anv 

* mmJS^fg^^ are promptly reported through 
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